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1 Overview

The Forest Service Virtual Incident Procurement (VIPR) system is a web-based
incident procurement system. Contracting Officers (COs) use VIPR to create and
manage solicitations and award agreements, encompassing the entire business
process.

Vendors (a.k.a. Contractors) will not directly access VIPR to respond to a
solicitation. When COs post their solicitation packages to FedBizOpps (FBO),
Vendors download the packages from FBO, and then use the VIPR Vendor
Solution, a forms-based tool connected to the VIPR system, to respond to
solicitations by completing the forms provided as attachments to the solicitation
(i.e. Vendor company form and resource data entry forms) and submitting the
completed forms as attachments to the SF 1449 when responding to the
solicitation. VIPR will populate the SF 1449 form when an award is made.
Vendors need only respond to the latest amendment by submitting the entire
package (all forms) with any necessary revisions.

All Vendors who wish to obtain a preseason incident agreement (a.k.a. Incident
Blanket Purchase Agreement [I-BPA]) with the Forest Service MUST use the
VIPR Vendor Solution.

The VIPR Vendor Solution provides these key functions:
) Automated forms for submission of Vendor offers
) Automated confirmation that Vendor submissions are received

. Secure, electronic signatures on awarded agreements

1.1 User Guide Layout

VIPR Vendor Solution User Guide

This user guide provides step-by-step instructions for using the VIPR Vendor
Solution through the entire procurement process.

Each section explains a specific function of the VIPR Vendor Solution:

Section 1, “Overview” - Explains the purpose of the VIPR Vendor Solution
and how to use this guide, provides contact information, and lists additional
resources.

Section 2, “Getting Started” - Lists the business and system
requirements needed for using the VIPR Vendor Solution, as well as a
“getting ready” checklist.

USDA Forest Service — Acquisition Management
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Section 3, “Understanding How the VIPR Vendor Solution

Works” — Describes how to use the VIPR Vendor Solution, defines what a
“solicitation package” is, and provides suggestions on how to manage the
solicitation packages.

Section 4, “Locating Solicitations at FedBizOpps (FBO)” — Provides
instructions on how to find a VIPR I-BPA solicitation in the FBO list of
opportunities.

Section 5, “Responding to a Solicitation” — Provides instructions on
how to download a VIPR I-BPA solicitation package from FBO, how to
complete the forms within a solicitation package, and how to sign and
submit an offer.

Section 6, “Submitting a Revised Offer” — Explains how to update
information on an offer and re-submit the offer.

Section 7, “Responding to an Amended Solicitation” — Provides
instructions on how to acknowledge an amendment or respond to a
solicitation that has been amended (a.k.a. amendment package).

Section 8, “Working with Agreements” — Explains what happens when
a Forest Service CO awards agreements, how to print agreements, how to
replace equipment on an agreement, and how to withdraw equipment on an
agreement.

Section 9, “Responding to a Modified Agreement” — Explains the
process for responding different types of modifications of an agreement.

Section 10, “Printing Packages” — Provides instructions for how to print
a package; the process is the same for all types of packages (solicitation,
amendment, agreement, modification).

Section 11, “Accessing the Dispatch Priority Lists” — Provides
instructions for accessing a dispatch priority list (DPL).

Section 12, “Appendices” — Provides supplemental information, such as a
comprehensive list of the business rules (Appendix A), a list of key links and
resources (Appendix B), a Vendor procurement process checklist

(Appendix C), and a list of host dispatch centers (Appendix D).

Section 13, “Glossary” — Lists terms and definitions used in this guide.

VIPR Vendor Solution User Guide
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1.2 Additional Resources

Overview .

In addition to this user guide, you can use these following resources to assist

you in understanding VIPR and the VIPR Vendor Solution.

. Forest Service Incident Procurement VIPR Web site. Provides
incident procurement information and tools to current and potential

Vendors.
http://www.fs.fed.us/business/incident/vipr.php

. Frequently Asked Questions. Lists common questions and answers

regarding all aspects of VIPR.
http://www.fs.fed.us/business/incident/fag.php

. VIPR Vendor Solution Tutorials (Available in mid-January 2009).
Provides step-by-step online interactive instructions for the different

processes used in the VIPR Vendor Solution.
http://www.fs.fed.us/business/incident/vendorsupport.php

. VIPR Vendor Solution Quick Reference Guide. Provides a quick
reference to key information that is used throughout the procurement

process when using the VIPR Vendor Solution.
http://www.fs.fed.us/business/incident/vendorsupport.php

1.3 Getting Help

Ly

If you have questions about the VIPR Vendor Solution, contact the Interagency
Incident Systems Helpdesk at helpdesk@dms.nwcg.gov or (866) 224-7677. Press

Option 3 for VIPR / eAuth.

The Helpdesk is open between 12:00 p.m. and 8:00 p.m. Eastern Time
(Monday — Saturday).

VIPR Vendor Solution User Guide
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2 Getting Started

To get started, you must meet specific requirements for doing business with the
Forest Service and for using the VIPR Vendor Solution. In addition, you may
want to gather together your company and resource information to help you get
ready for responding to solicitations.

2.1 Business Requirements

To obtain an I-BPA with the Forest Service, you must meet the business
requirements described on the Incident Procurement Web site at
http://www.fs.fed.us/business/incident/vendors.php.

2.2 System Requirements

The system requirements for using the VIPR Vendor Solution are listed in the

following table.

You must have... ‘ To find out if you have what you need

Administrator rights to the
PC you will use for the
VIPR Vendor Solution

If you can install software onto the PC, then you have
administrator rights to the PC.

Windows® NT, 2000, XP,
or VISTA

NOTE: The Macintosh
version of Formatta Filler
will NOT work with the
forms used in the VIPR
Vendor Solution, so you
must use a PC with a
Windows operating
system.

NOTE: The following instructions are written for Windows
XP. The directions for other systems may vary slightly.

1. From your desktop, right-click on My Computer and
select Properties.

2. Under the System heading, note the type of system
you have.

Free Formatta Filler®
software

Formatta Filler installation instructions are located at the
Incident Procurement VIPR Web site:
http://www.fs.fed.us/business/incident/vendorsupport.php

1 MB space available for
downloading the Formatta
Filler software

2. Right-click on the drive where you install and use

3. Access the General tab.

4. In the Free space area, note the amount of free space

NOTE: The following instructions are written for Windows
XP. The directions for other systems may vary slightly.

1. From the Start menu, select My Computer.

Formatta Filler, and then select Properties.

VIPR Vendor Solution User Guide
USDA Forest Service — Acquisition Management
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You must have... To find out if you have what you need

you have available.

Internet Explorer® 6.0 or |1. Open Internet Explorer.
better, with Java script 2
enabled

. From the Help menu, select About Internet
Explorer.

. Ensure you have Internet Explorer 6.0 or better.
. From the Tools menu, select Internet Options.
. Click the Advanced tab.

. Scroll down to the Java (Sun) heading and ensure the
“Use JRE...” check box is selected.

o 01~ W

Turn off Pop-up Blocker 1. Open Internet Explorer.

2. From the Tools menu, select Pop-up Blocker | Turn
Off Pop-up Blocker.

2.3 Getting Ready

When you are responding to a solicitation, you will be asked to provide specific
company and resource (equipment) information. You may find it helpful to
gather the following information before you begin.

Company Information

VIPR Vendor Solution User Guide

v
v
v

AN N NN

Company name
DUNS number

Contact information (first and last name, daytime phone, and e-mail
address) for at least one company representative who will be signing
solicitation responses

NOTE: The company representative who will be signing
solicitation responses MUST have a USDA eAuthentication
Level 2 account, as described on the Incident Procurement
VIPR Web site at
http://www.fs.fed.us/business/incident/eauth.php.

Company address — street address, city, state, and zip code
Mailing address, if different than company address
Small business status

Supporting documentation (you will need to certify that you meet the
requirements and provide applicable dates)

- Required insurance, workers’ compensation (or exemption) and
DOT inspections, as required by the solicitation

- Workers’' compensation expiration date, if applicable

USDA Forest Service — Acquisition Management
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- Sufficient number of employees and those employees meet
the training and qualifications required by the solicitation

- Registered in the Contractor Central Registration (CCR) system

- Completed certifications via the Online Representations and
Certifications Application (ORCA)

Resource (Equipment) Information

Specific information will be required for each resource. However, some common
types of information that are required for many resources are

v
v
v

DN N N N N N U N NN

License #

State (where the license was issued)

VIN or serial number
Equipment 1D

Make

Model

Year

Insurance policy expiration date

DOT inspection issue date

Equipment location (city, state, zip code, and dispatch center)
Capacity (i.e. gallons of water)

Daily rate

Contact information, if different than what is on the Vendor Company
Information form

VIPR Vendor Solution User Guide
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3 Understanding How the VIPR
Vendor Solution Works

This section describes how Vendors will use the VIPR Vendor Solution, defines
what a “solicitation package” is, and provides suggestions on how to manage the
solicitation packages.

3.1 Using the VIPR Vendor Solution

VIPR is the application that Forest Service COs use to create and manage
solicitations through the entire procurement process. Vendors (a.k.a.
Contractors) will not directly access VIPR to respond to a solicitation. When COs
post their solicitation packages to FBO, Vendors download the packages from
FBO, and then use the VIPR Vendor Solution, a forms-based tool connected to
the VIPR system, to respond to solicitations, acknowledge amendments, receive
awards, and respond to agreement modifications.

Below is a high-level diagram of how a Vendor will use the VIPR Vendor Solution
during the procurement process. The Vendor steps are described in detail
throughout this user guide.

VIPR Vendor Solution User Guide 7
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CO inputs Solicitation or CO completes
1 Amended Solicitation data —= () !Tneeded, CO makes —»-15

modifications to the the med

into FS VIPR Application Agresments packaie
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: who are not awarded will Agreement packages maod to Vendor
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“Responding to
a Solicitation

I : I
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: ormatta Gerting | ! Vendor prints the Pl 1 2 Vendor updates 1 Vendor prints
| Form Filler software* Started | | signed agresment —— | 1 forms as the signed
! ! I and attachments (. necessary modified
___________________________ ! ! | | based on agreement
: [ modification and
Vendor downloads et 3 [ ! Section §, Section 10, : ! attachments
Solicitation or Amended ~ynesnding] | | Working wih  “Printing ||
Solicitation package How the VIPR | | Agreements Packages” |
Vendor Solution D _____ H : 1 3 Vendor attaches
Waorks™ 1 the completed
| forms to the
Vendor completes (or Section 4. ! Modification
updates) the Vendor “Locating V| Y | package
forms within the Solicitations oy
package at FBO" Vendor accesses the DPLs :
1
1

< Vendor signs and
1 4 submits

Vendor attaches the Section 11,

-
i |
I
| from VIPR external Web site |
: ]
I
I
I
I
I

]
I
]
completed forms to the Soction 6 “Accessing the Dispatch : ] gggﬂe?ﬂsin —
Solicitation or Amended .. &f!;{:;‘f‘{‘}z"g B Priority Lists (DPLs)” Pl b Aulhgnlicaliogn
Pt ! | ;
Solicitation package Revised Offer™ | ——————————————————— : for eSignature
* S - 4 |
ection 7, | ! Section 9 4,
“Responding tol ] .., dection 9, . Section 10,
Vendor signs and an dmendsd ! Y ;,""'?{’f‘;d”_‘% oa Printing Packages
submits completed Solicitation” LMo ified Agreement

I
package using |
eAuthentication for [ . L L
eSignature : “To view and complete the Solicitation, Amended Solicitation, and
gy Modification packages, users must have Formatla Filler software

L installed on their PC. Users will only need to install this software once.

3.2 What is a Solicitation Package?

A solicitation packages consists of the official government forms, contract
requirements, and Vendor resource forms required for a competitive solicitation.
Depending on where you are in the procurement process, you may be working
with one of the following types of packages:

. Solicitation package — used for new solicitations and posted to FBO

. Amendment package — used for solicitations that have been amended
and posted to FBO

. Agreement package — sent to Vendors who have received an award on
the solicitation

. Modified agreement package — used for agreements that are modified
and sent to Vendors who received the original agreement package

COs ensure each package contains the required forms specific to that
solicitation. Vendors responding to a solicitation, amendment, agreement, or

8 VIPR Vendor Solution User Guide
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modified agreement use the VIPR Vendor Solution to complete and submit the
required forms within the specific package.

The following table provides a brief description of each of the forms and

documents within a package and how you will use them.

Form

SF 1449
(Solicitation/Contract/
Order for Commercial Use)

Description

In all four types of packages:
Official form used for the
solicitation and award of
competitive solicitations

Actions By Vendor

View only. Do NOT fill in
this form; it will be auto-
populated by VIPR based
on Award information.

Exhibits

Contract requirements and
exhibits specific to the
solicitation.

Schedule of Items In solicitation and amendment  |View only.
packages: List of all of the
The information on this resources included in a specific
form varies slightly solicitation.
depending on whether this |, agreement and modified
form is part of a agreement packages: List of all
solicitation/amendment of the resources that the CO has
package or an . awarded on the agreement.
agreement/modified
agreement package.
Table of Contents In all four types of packages: View only.
Official form used for the
solicitation and award of
competitive solicitations
SF 30 In amendment and modified View only.
(Amendment of agreement packages: Official
Solicitation/ Modification form used for amending
of Contract) solicitations and modifying
agreements.
Contract Requirements and | In all four types of packages: View only.

Representations-
Certifications-

FAR 52.212-3 (a.k.a.
Section E)

In solicitation packages and in
some cases, amendment
packages: Official document
required with your offer.

Complete the editable
areas within the document
that apply to your
company.

Vendor Company
Information Form

In all four types of packages:
Vendor-specific form used to
capture company identification,
contact information, company
address, small business status,
discount terms, and company
insurance and special
certification requirements.

Complete this form and
include in every response.

Resource Data Entry Form

In all four types of packages:
Data entry forms for each
resource that is needed for the
solicitation; used to capture
equipment description, location,
attributes, rates, and contact
information specific to the
resource.

Complete the resource
data entry forms specific to
your company resources
and include in every
response.

VIPR Vendor Solution User Guide
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3.3 Managing the Package Files

Each package consists of forms and other types of documents (e.g., contract
requirements and exhibits) that are attached to the SF 1449. Because of the

different states of a package throughout the procurement process, you may

need to manage multiple versions of a package (e.g., the original solicitation,
amendment 1, amendment 2, modification 1, etc.).

When you respond to a solicitation, amended solicitation, agreement, or
modification to an agreement, you will need to submit a complete package with
all of the appropriate forms and documents included in the package. Therefore,
it is important that you keep track of your different packages.

In this user guide, Section 5.1, “Downloading a Solicitation Package from FBO”
provides suggestions on how to keep track of the different packages and their
forms by setting up a folder structure that has one main “Solicitations” folder
with “solicitation number” subfolders (e.g., AG-1234-S-09-7011 folder). You can
keep your company form and the resource forms you will use for multiple
solicitations in the Solicitations main folder. In a solicitation number subfolder,
you can keep the different versions of the solicitation package along with any
resource forms that will be specific only to that particular solicitation package.

Below are examples of how the recommended folder structure might look.

10 VIPR Vendor Solution User Guide
USDA Forest Service — Acquisition Management
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Example of a Solicitations Folder

Folders ¥ || Mame =
(&} Desktop o | | CaG-1234-5-09-7011
= .‘I—J My Dacuments 1 [ AG-4567-5-09-8075
i
= 3 My Forms % :|CME Co:ol: Inc.pff 4
SR Sclicitations =| blue truck.p
) AG-1234-5-09-7011 | L 5
) AG-4567-5-09-8078 [ 3 — | [ tractor plov, pfe
_— ) water tender . pff

1 The default folder location for Formatta forms is My Documents | My Forms.

2 Solicitations is the main folder where Yendors keep the solicitation number
subfolders and their completed company and resource forms that Vendors
Lse as templates.

3 Solicitation number subfolders are where Vendors keep the solicitation,
amendment, agreement, and modification packages for specific solicitations.

4 Anexample of a Vendor's completed company information form that can be
used as a template for all of that Vendor's solicitation responses.

5 Anexample of a Vendor's completed resource data entry forms that can be
used as templates {when applicable) for that Vendor's solicitation responses.

Example of a Solicitation Number Subfolder

Folders X | | Name =
(&} Desktop || B Ac-1234-5-09-7011.pfF 2
B J My Documents =] 8G-1234-5-09-7011_amendment 1.pFf 3
= |2 My Forms blue truck-7011_amendment1.pff
= ) Solicitations Original_AG-1234-5-09-701 1.pff 4
) AG-1234- 1 i Original_AG-1234-5-09-7011 _Amendrment 1.pfF5
) AG-4567-3-09-8078 b

[ g [l 2 [ 2

1 Example of a solicitation number subfolder where the Vendor keeps
the solicitation, amendment, agresment, and modification packages
and modified resource forms that are specific to only that solicitation.

2 Example of a solicitation package file.
3 Example of an amendment package file.

4 Solicitation package file renamed with " Original” tag in case the
Vendor needs to refer to the original solicitation package.

5 Amendment package file renamead with " Original” tag in case the
Vendor needs to refer to the original amendment package.

VIPR Vendor Solution User Guide 11
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4 Locating Solicitations at
FedBizOpps (FBO)

This section provides instructions for locating a solicitation package that has
been posted to FBO through VIPR.

For detailed instructions on how to use the many features of the FBO Web site,
= access the FBO Vendor Guide at
https://www.fbo.gov/downloads/FBO_Vendor_ Guide.pdf.

To search for a solicitation posted by VIPR:

1 Access the FBO Web site at http://www.fbo.gov/ and in the center of the
page under Find Opportunities, click on Advanced Search.

Lesasral Info

Welcoma 1o FB0ugow, the LS Govemment's ome-3bap virtual
markefplace. Theough Tes wnghe pownt-of Ly, COMMErCal Bdres ot St
] Qoir Tl Suyers A0 il 10 DOBL, Bearch, monid and retrieve

opportunies schciled by the entine Federal confractng community {B) piscsTAT

Find Opportunities kel

fOND REGIRTRANIOHN REIQU

- Click on this link to
Adw d 5 h W Ny A - [
M AL | . access the Search
s for Opportunities
screen

Buyers / Engineers Vendors / Citizens
Pl MBnags, §nd Iwand oppounsE Siich_ mrini, afed (RSP OODINNSEE s Adnbe Auball

2 From the Opportunities screen, in the Keywords/SOL# field, type the
solicitation number or type “VIPR 1-BPA.”

Opportunities

4 FETURN

|—|__ - = If you know the specific
Opportunities List Advanced Search Archives solicitation number enter it
inthis field OR enter "VIPR

Keywords/S0L #: IVIPF! |-BP& * Tips Posted Date: [Last30Days - | Clear I-BPA"in this field to search

for all of the Forest Service
| hiore Search Fields b Search by Classification, MAICS code, and more VIFPR solicitations .

12 VIPR Vendor Solution User Guide
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3 In the Posted Date field, select the appropriate date range, and then click
the Go button. A list of all of the solicitations that match your search criteria

appears.
. . Crpportunity AgencyOfficeocstion Type ¥
Clickan a link to =
wiew details about @ VIPR LLBPA for Engine Type 3 AGRICULTURE, DEPARTMENT OF
the solicitation £G-1234-5-09-7007 FOREST SERVICE Solicitation (Maodified)
B -- Chemicals & chemical products GOP341081
G VIPR LBPA for Engine Type 3 AGRICULTURE, DEPARTMENT OF
2,51 234-5-09-7009 FOREST SERVICE Presolicitation
B -- Chemicalz & chemical products GOP341 081
Q] VIPR I-BPA for Testing Friday 1 AGRICULTURE, DEPARTMENT OF
A5-FRH -5-09-7005 FOREST SERVICE Pre=zolicitation
Tevdiles lesther flws annarel boe D49 08

4 Click on the link from the search results to view the Notice Details for the
solicitation.

US DA VIPR I-BPA for Engine Type 3

Solicitation Humber: AG-1234-5-09-T007
p— Agency: AGRICULTURE, DEPARTMENT OF
- Office: FOREST SERVICE

Location: GOP341 051

Hotice Details Packages Interested Yendors List et W Link

_ﬂ. Hote: There have been modifications to this notice. To view the most recent modification/amendment, click here

ALL FILES

Q_] Complete View | Add To WWatchlist || #£dd Me To Interested Vendors

: P solicitation 1
Q_J Original Synopsis @

Presolicitation Oct24, 2008
Oct 24, 2008 Solicitation Number: Motice Type: B http./peiblkbelptip...
7:00 pm AG-1234-8-08-7007 Solicitation c
L? Amendment 1 I}J
0 cranced Synopsis: Oet24, 2008
2?02:52008 Added: Oct 24, 2008 12:30 prm Modified: Oct 27, 2008 3:00 pm Track ] http:irpoiblkbelptp...

IMPORTANT

The Forest Service solicitation packages (.pff files) can only be viewed,
completed, and submitted using the free Formatta Filler software; other
applications that are used to view and fill in forms (i.e. Adobe Reader) will
NOT work with the VIPR Vendor Solution. For instructions on how to install
Formatta Filler, go to the Incident Procurement VIPR Web site at
http://www.fs.fed.us/business/incident/vendorsupport.php.

Once you find the VIPR solicitation you want to respond to, follow the
procedures in Section 5, “Responding to a Solicitation.”

VIPR Vendor Solution User Guide 13
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S5 Responding to a Solicitation

To respond to a solicitation, you will need to

. Download the solicitation package or amendment package from the FBO
Web site to your local drive or a thumb drive

. Complete the forms within the solicitation package or
amendment package

. Sign and submit your offer

NOTE: You can perform all of these procedures during the same working
session or in stages as long as you save your work. If you are completing the
solicitation package in stages and it has been a while since you first downloaded
the solicitation package, you may want to check FBO to see if amendments have
been posted to that solicitation.

For instructions on how to find a solicitation, refer to Section 4, “Locating
Solicitations in FedBizOpps (FBO).”

5.1 Downloading a Solicitation Package from
FedBizOpps (FBO)

This section describes how to download a solicitation (or amendment) package
from the FBO Web site and save the package to your local hard drive.

NOTE: The steps described below are the same whether you are downloading a
solicitation package or an amendment package. If the solicitation has
amendments, then you will only need to respond to the latest amendment
package for that solicitation—you will not need to respond to both the solicitation
package and the amendment package for that solicitation.

IMPORTANT

You can download a solicitation package at any time from FBO; HOWEVER,
you must have the free Formatta Filler software installed on your computer
to be able to view and complete the forms within the package. Other
applications that are used to view and fill in forms (i.e. Adobe Reader) will
NOT work with the VIPR Vendor Solution. For instructions on how to install
Formatta Filler, go to the Incident Procurement VIPR Web site at
http://www.fs.fed.us/business/incident/vendorsupport.php.
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To download a solicitation package:

1 Access the FBO Web site at http://www.fbo.gov/.

2 From the Opportunity List, find the solicitation you wish to respond to, and
then click on the solicitation link within the list.

Opportunities List Advanced Seanch Archives
J° Search Tip: Use the Advanced Search Form for 8 wide arrary of search fiskls, To visw apporturities by spency, 0o to
search can be conducted wsing the fiekds below.
Keywords/S0L # [VIPR LBPA Tps Posted Date: [Lo# 30085 =[50 |[crear
+| Mo Seacch Peids b SR80Ch by ClassICAtion, NAICS Com, skl More
Wl 30 Showim;l
AgencyiOfficeiLocation Type ¥
AGEICULTURE, DEPARTMENT
OF
Solic tion|
&F & CONEarvalion Terdoes FOREST SERVICE
GOPZA0ET
AGRICULTURE, DEPARTMENT
G VIPR 1-BPA fof Heay Equigment foi Eastein Bedgion oF
0r3- 7034 Pragoiciag
Als & chemical products FOREST SERVICE
GOP3A1081
C_a VIPE L-BPA for testing amendment :Fﬁmcm' TURE. DEPARTMENT
Al A0 -S-00-T134 SOBCE athon)
W -- Transportation, traveel, & relocation services FOREST SERVEE
GOPBA1081
AGRICULTURE, DEPARTMENT
. i WIPR LBPA for Eastern Ares Dozers OF
Click onalinkto ——(] " 40200000 FOREST SERVICE =
view details ahout F - Natural resources & conservation services 1081
the salicitation
AGRICULTURE, DEPARTMENT
G VIPRLEPA for Albuquerque Training S
&0 & 00 Jngs Srlied abion|

The solicitation details screen appears.

Solicitation Humber: AG-1234-509-7011
o Agency. AGRICULTURE, DEPARTMENT OF
— Office; FOREST SERWICE

Location: GOP341031

Notice Details | | Packages || Interested Wendors List et 8ok

USDA VIPR I-BPA for Eastern Area Dozers

i ALL FILES

Qﬂ Complete View | Add To Watchlist || Add Me To Interested Yendaors

Q orinal s ) @ Solisitstion 1 2

i ad Liaing =YNOpSis. Dec 10, 2005
Fresolicitgtion Solicitation Number: Notice Type:
Dec 10, 2008 olicitation Number: otice Type: htto 5o he apo00Z o

700 am AG-1234-5-09-7011 Solicitation

Click on this link to access
the solicitation package

3 From the ALL FILES section on the right side of the screen, click on the http
link for the solicitation package. A File Download dialog box appears.
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IMPORTANT

You will need to respond to the latest version of the package, which is
always in the ALL FILES list. If the solicitation has amendments, then
you will only need to respond to the latest amendment package for that
solicitation—you will not need to respond to both the solicitation package
and the amendment package for that solicitation. If you have responded
to a solicitation and it has been amended since you first responded, then
VIPR will notify you of the amendment and you will need to follow the
instructions in Section 7, “Responding to an Amended Solicitation.”

File Download x|

Do you want to open or save this file?

ﬁ Mame: AG-1234-5-09-7011 pff
Type: Filler Document

From:  peiblkbclpt

o |C_sove P_coea

“Whie fles from the Intemet can be wseful, some files can potentially
hvarm your computer. |F wou do nok st the sowce, do not open of

4 Click the Save button. A Save As dialog box appears.
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Save fis I |

$M'|'|:||_3H}|Fum9) d 'ﬁ) ¥ i s [3-
e

My Recent
Documents

€

Deskbop

=

My Documents

i

My Computer

-
I B File name; 45-12345-09-7011 pif |
=

Save as hype: [Flﬁ Document

|$m|
[ Cood |

5 In the Save in: field, open the My Documents | My Forms folder.

IMPORTANT

You can save the solicitation package using any folder structure you
prefer; however, to assist you with managing multiple solicitation
packages, it is recommended you use the folder structure described in
the steps below.

6 From the My Forms folder, create the “Solicitations” folder by doing the
following:

NOTE: If you have already created the Solicitations folder,
then open the Solicitations folder and go to Step 7.
a. At the top of the Save As dialog box, click on the Create New

o
Folder J icon. A new folder appears with the default name,
New Folder, highlighted.
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21 x]
Savein |3 My Forms = o )=

: Click an the Create

My Recent :
Diocuments Mew Folder icon

Deskhop

Iy Documents

=

My Compustes
-
o
U File name: f4G-1234.509-7011 i =
|

Places

Saveasiype:  |Filer Document

Open I
[ Gt |

b. Ensure the New Folder is highlighted, type Solicitations as the
name for the new folder, and then press Enter.

c. Double-click on the Solicitations folder to open it, and then go
to Step 7.

7 From the Solicitations folder, create a folder for the solicitation number by
doing the following:

NOTE: If you have downloaded a solicitation or
amendment package for this specific solicitation number
before, then you would have already created a folder for
this solicitation number. If that is the case, then open the
<solicitation number> folder and go to Step 8.

a. From the Solicitations folder, in the File name field, select the
solicitation number, and then press Ctrl + C to copy the solicitation
number.

18 VIPR Vendor Solution User Guide
USDA Forest Service — Acquisition Management




VI P R Responding to a Solicitation .
Virtual Incident Procurement

21
Savein: ||y Sobcilatn: e B N

My Recent
Chocurments

Drezkiop

=

My Documents
Select the salicitation number,
-r and then press Ctrl + C to
- copy the number

|
-

My Metwork File - 5 I
Save &% hypa: Filer Document ;l Cancal /l

3

=l

b. At the top of the Save As dialog box, click the Create New Folder

T
J icon. A new folder appears with the default name, New Folder,
highlighted.

c. Ensure the New Folder is highlighted, press Ctrl + V to paste the
solicitation number as the new folder name, and then press Enter.

d. Double-click on the solicitation number folder to open it, and then
proceed to Step 8.

8 Click the Save button. The <solicitation number>.pff is saved in the My
Documents | My Forms | Solicitations | <solicitation number>
folder on your local hard drive.

9 From the Download complete dialog box, click the Open Folder button.
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Download complete

4!1
— Download Complets
Saved:

AG-1234-5-09-7011.pfF From peiblkbclpt

Dovwnloaded: 95.2KBin 1 sec
Download ko:
Transfer rate: 95,2 KB[Sec

[ Close this dislog box when downdoad completes

OpenFolder [} Close |

Open

C:\Documents. . .\AG-1234-5-09-7011. pff

=101 x|

VIPR

Virtual Incident Procurement

The solicitation number folder opens with the <solicitation number>.pff file

highlighted.
Folders X || Mame =~
(& Deskiop - -09-7011.pff

= Ei Iy Documents
B Access Connections
Bl IC) My Forms
E [C5) Solicitations

[C7) AG-4567-5-09-8078

I3 AG-1234-5-09-7011 —

The remaining steps explain how to copy the solicitation package so you have an
“original” version and working version of the solicitation package.

10 Press Ctrl + C to copy the <solicitation number=>.pff.

11 Click off of the highlighted file and press Ctrl + V to paste a copy of the
<solicitation number=>.pff file in the same folder.

Faolders

@ Deskkop
E=l @ My Documents
@ fccess Connections
=l 1) My Forms
E [C5) Solicitations
|2 AG-1234-5-09-7011
B Ai5-4567-5-09-8073

Mame =

B AG-1234-5-09-701 1, pFf

-09-7011.pff

12 Right click on the copied file and select Rename.
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MName = |
,“51 A5-1234-5-09-7011 . pff d

Scan for Miruses, ..
Cpen With 4

W TortoiseSY *

Send Ta 3

Cuk
Copy

Create Shorkout
Delete

Rename

Properties

13 Type Original- before the solicitation number, and then press Enter. This
saves an original version of the solicitation package should you ever need to
refer to it. For example, if you inadvertently deleted a form from your
working version of the solicitation, then you can retrieve a blank form from
the original version of the solicitation and would not need to download the
solicitation package again.

Folders X || Mame =
[E} Deskiop | | B A5-1234-5-09-7011.pff
= 5} My Documents Original-fG 7
[C3) Arress Connections
El L) My Forms

= IC5) Solicitations
) AG-1234-5-09-7011 b
[C3) AG-4567-5-09-8075

The download is complete. You have an original version of the solicitation and a
working version of the solicitation saved to your local hard drive (or a thumb
drive).

_> What's next? You can change the default folder location for Formatta to be
your “Solicitations” folder (see the side note below), or you can go directly to
Section 5.2, “Completing the Solicitation Package.”
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Changing the
Default Folder
Location for Forms

To set up the main
“Solicitations" folder as
the default location for

1 o HCONTRACT O
OFFEROR TO COMPLETE |

your form files, do the _‘ “““““““““ S =
following:

Gerrial | Cornectons | Secuty |
1% Cpen any Formatta
form (SF 1449,

cormpany form, etc.).
23 From the Took

men., select
Options. ..

o Folder
rJ Thees bt koot for your oo flas. 3

5 Titwt boerr e s psill e s e by o Agply Protie
3} From the General .

tab, click the Browse 20
button, Was: CH\Documents and Settings|tsaveyer iy Documentsidy

4% From Browse for P

Falder, find the =-{J My Documents =l
Saolicitations folder, &0 Access Connections

and then click the OK =

button.

Lnless you wish to
change the default file

location again, you will #1204 Forms
only need to do this #-23 Snaglt Catslog -
ance,

5.2 Completing the Solicitation Package

22

Once you have downloaded the solicitation package (or amendment package)

from FBO, you will need to view the contract requirements and exhibits;
complete the Representations/Certifications (FAR 52.212-3); complete the

Vendor Company Information form; and complete the appropriate Resource Data

Entry forms for every resource you wish to include with your offer.

This section provides instructions for the following:
. Viewing the contract requirements and exhibits for a solicitation

. Completing the Representations-Certifications -FAR 52.212-3 for a
solicitation

. Completing Vendor Company Information form, which includes

VIPR Vendor Solution User Guide
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- Adding the completed company form to the solicitation package

- Deleting the blank Vendor Company Information form from the
solicitation package

. Completing resource data entry forms for your resources, which includes

- Selecting the appropriate Dispatch Centers for your resources

- Adding completed resource data entry forms for each piece of
equipment to the solicitation package

- Deleting blank resource data entry forms from the solicitation
package

5.2.1 Viewing the Contract Requirements and Exhibits for a
Solicitation

Before you start completing the forms within a solicitation package, you should
first review the contract requirements and exhibits for that specific solicitation.
The contract requirements and exhibits are included as “attachments” to the
SF 1449 form, which is visible when the solicitation package is first opened.

To view the contract requirements and exhibits for a solicitation:

1 From Windows Explorer, open the Solicitations | <solicitation number>
folder.

NOTE: You would have set up the Solicitations and solicitation number folder
when you downloaded the solicitation or amendment package (Section 5.1
“Downloading the Solicitation Package from FedBizOpps (FBO)").

Folders =

@' Desktop AllE - 5-09-7011.pff

= B My Dacuments i=| Criginal-AG-1234-5-09-7011, pff
I Access Connections
B ) My Farms

E () Solicitations
) AiE-1234-3-09-7011

2 Double-click on the <solicitation number=>.pff file or the <solicitation
number_Amendment #=>.pff file. The SF 1449 form for that solicitation
opens.
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& AG-1234-5-09-7011.pff - Formatta Filler 7.0

JFiIe Edit Wwiew Form Tools Help

N

J Previous ek

= )

Info

&

Zoom In - Zoam Cuk

Bl

Reset Prink

a [
Open Save

SOLICITATION/CONTRACT/ORDER FOR COMMERGCIAL ITEMS |1. REQUETION
OFFEROR TO COMPLETE BLOCKS 12, 17, 23, 24, & 30

2. CONTRACT HO. 3. AMARLIEFFECTIVE 4. ORDER NUMBER 5. SOLICTATION
AG-1234-5
a. NAWE b. TELEPHONE
7. FOR SOLICITATION cals)
INFORMATION CALL: > John Doe 970-12344

g BSUED BY CODE 0. THIE ACQUISTION 15

E UNRESTRICTED OR

NAICS:
SEE STANDARD:
T OELIERY FOR FOB DESTINA  [1Z.OISCOUNT TERMS
TION UNLESS BLOCK IS [ J1za. THS CONTRACT 15 4|

3 From the Form menu, select Attachments. (You can also click on the paper
clip icon to access the Attachments.)

‘ AG-1234-5-09-701 1.plT - Formatta Filler 7.0
[ Fie et wew [Form  Tools Help
ﬁ Summary Info

Zoom In oo Out

X Sy &
Info  Home

There are two
waysto access
the attachments:
you can either
select Form |
Attachments or
click an the paper
clip icon

SOLICITATION/CONTRACT/ORDER FOR COMMERCIAL ITEMS |1. REQUISITION NUMBER pa
OFFEROR TO COMPLETE BLOCKS 12,17, 23, 24. & 30

2. CONTRACT HO. 3. ANAFOVERTECTME 4. ORDER HUMBER 5. SOLICTATION NUMBER [
AG-1234-509.7011

3. NERME b. TELEFHONE MUMBER (ht collect .

INFORMATION CALL: John Doe 9701234567 1|

T EIEDEY Co0E 10, THIG ACOUGTION 15

UMRESTRICTED OR [ ser asioe:
[ sMALL Busiess

7. FOR SOLICITATION ’

— HUBZDNE SMALL
BUSINESS
SDE STANDARD: SERMCE-DISABLED'
] OWNED SMALL BUS
mm TERAT |m. L —
THIN UNLESS BLOCK IS [ livs  Tase coureert ik & =
‘| " L 7]

A list of Attachments appears.
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4 Attachments

Heavy_Equipment_E:-thibits_Flev.S-EE-DB.ch:l Add
Reprezentationz-Certifications -FAR 52.212-3.
ContractR equirements. pdf
YendorCompang. pff

DozerTypel . pff

Delete |
Saveds |
Encrpt |

Sign |
W rgigrn |

i

Responding to a Solicitation .

x|

4 From the list of Attachments, double-click on the
ContractRequirements.pdf file, which will vary depending on the type of

solicitation.

4 Attachments

Heavy_Equipment_E:-thibits_Flev.S-EE-DB.ch:l Add
Fepresentations-Cerifications -FAR 52.212-3.
CaontractB equirements. pdf
YendorCompang. pff

DozerTypel . pff

Delete |
Saveds |
Encrpt |

Sign |
W rgigrn |

i

x|

NOTE: If a message appears warning you that attachment may contain viruses,
you can ignore it because the attachment is a valid document. Click Yes to open

the attachment.

Formatta Filler 7.0 |

Warning: Attachments can conkain viruses that may harm your computer, and should only be opened From sources
' that vou trust,

Are you sure wou want to open this attachment?

‘Yes Mo

Below is an excerpt from an example of a contract requirements document for

a solicitation.

VIPR Vendor Solution User Guide
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ContractRequirements[].pdf - Adobe Reader — | Ellﬂ
File Edit Yiew Document Tools ‘Window Help ®

I errr=as

Contract Requirements

SECTION B
The intent of this solicitation is to obtain heavy equipment (dozers, excavators,
equipment to/from the incident) and transports as defined in this solicitation, fo

all-hazard incidents, and severity.

The Blanket Purchase Agreement resulting from this Request for Quote (RFQ)

agencies.

Exhibit H contains requirements specific to the various State and Federal Agen

PRICING AND ESTIMATED QUANTITY

This solicitation will result in multiple agreements. The dollar limitation for ar »
826 11.69in 4] | »

5 Review the solicitation to ensure that you understand and can comply with

the contract requirements, and then close the document.

6 From the list of Attachments, double-click on an Exhibits document, which

will vary depending on the type of solicitation.
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attachments x|

4 Attachments

Heavy Equipment Exhibits Fev. 9-25-08. dodes Add
Reprezentationz-Certifications -FAR 52.212-3.

ContractR equirements. pdf Delete |
YendorCompang. pff

DozerTypel . pff Saveds |

Encrpt |

Sign |

W rgigrn |

i

NOTE: If a message appears warning you that attachment may contain viruses,
you can ignore it because the attachment is a valid document. Click Yes to open

the attachment.

Below is an excerpt from a sample Exhibits document for a solicitation.

ﬂ Heavy_Equipment_Exhibits_Rev.9-25-08[5].doc - Microsoft Word

File Edit Miew Insert  Formak  Tools  Table  Window  Help  Adof

NEHRSQIVEB { BRI I--10

4;{ Mormal + Cente = Times Mew Roman - 12 - | B 0O

a

Dozer/Excavator Extubits
D.23 LIST OF DOCTUMENTS, EXHIBITS, AND OTHER ATTACHMEINTS

The following attachmments ave made a part of this solicitation and any resultant ag]
5]

TITLE

Exhibit & — Definitions & Abbreviations

Buhibit B - Payment Office Information

Buhibit - Harassment-Free %orkplace Policy

Buchibit D - DiOL WWage Determination

Bahibit B — Standard Contractor Performance Eeport
Ezhibit F - Safety Standards

Exhibit G — Ernergency Equiprent Shift Ticket OF-207
Ezhibit H - Terms & Conditions for States

Evhikit T — iMawtvacrtor b esneiatinne awnd Puhlice Bdneation Prosaders

VIPR Vendor Solution User Guide
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7 Review the Exhibits document to ensure that you understand and can
comply with the requirements, and then close the document.

8 Repeat Steps 6-7 for each Exhibits document within the package.

What’s next? You must complete the Representations-Certifications -FAR
52.212-3, so proceed to Section 5.2.2, “Completing the Representations-
Certifications -FAR 52.212-3.”

NS

5.2.2 Completing the Representations-Certifications -FAR
52.212-3

You are required to complete FAR 52.212-3, Offeror Representations and
Certifications — Commercial Items (Section E-3) with your offer. To complete this
submission, you can do any of the following:

. Use the Online Representations and Certifications Application (ORCA) at
http://orca.bpn.gov to electronically complete the annual representations
and certifications in accordance with FAR 52.212-3.

NOTE: If you use ORCA, you are not required to submit your
representations and certifications with your offer.

. Download the FAR 52.212-3 clause from
http://www.acquisition.gov/comp/far/index.html, complete and save the
document and then print and mail the hardcopy document to the /ssued
By office, which is in Box 9 on the SF 1449 form.

NOTE: If you submit a hardcopy of your representations and
certifications, the CO must receive the documentation by the
solicitation close date and time.

. Download the FAR 52.212-3 clause from the solicitation package,
complete and save the document, and then attach the document to your
offer. (Instructions are described below.)

IMPORTANT

Unless you have completed the information electronically using ORCA, you MUST
submit this information for each solicitation you respond to. However, you will
only need to provide the representations and certifications once for a solicitation
unless that specific information has been modified, which will be specified on the
SF 30 form of an amendment package. If you respond to different packages for
a specific solicitation (amendment package, agreement package, and
modification package), you do not need to re-submit your representations and
certifications again for those packages.
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To access the Representations-Certifications -FAR 52.212-3 document
within a solicitation package, do the following:

1 From Windows Explorer, open the Solicitations | <solicitation number>

folder.
Folders X
@ Desktop I

=1 () My Documents 5 original-AG-1234-5-08-7011.pff

[EJ Access Connections
= [C5) My Forms
= IC5) Solicitations
= A5-1234-5-08-7011

2 Double-click on the <solicitation number>.pff file. The SF 1449 form
opens.

1234-5-09-701 1.pff - Formatta Filler 7.0

JFiIe Edit Wiew Form Tools Help

. Q.

Previous ek

L

Info Haome

®

Zoom In - Zoom Ok

2] =

R.eset Print

=
l-"_ U v
Open Save

SOLICITATION/CONTRACT/ORDER FOR COMMERCIAL ITEMS |1 RECUSTION
OFFEROR TO COMPLETE BLOCKS 12, 17, 23, 24, & 30

2. CONTRACT HO. 3. ANARLVEFFECTRE 4. ORDER NUMBER 5. SOLICTATION
AG-1234-5
3. HERE b. TELEFHONE
7 FOR SOLICITATION calls)
INFORMATION CALL: } John Doe 97012345

Q. IESUED BY CODE 10. THIS ACQUISTION 15

@ UNRESTRICTED OR

MAICE:

SEE STANDARD:

11.DELMERY FOR FOB DEST M~
TIOM UNLESS BLOCK 15
RAARKED

12.DISCOUNT TERMS

[(Jiza.  THIS CONTRACT 15 A

3 From the Form menu, select Attachments. (You can also click on the paper
clip icon to access the Attachments.)
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B AG-1234-5-09-7011.piF - Formatta Filler 7.0
|FI! Edit View Form Tools Help
" Summary Info 3

There are twa
ways o access
the attachrments:
you can either
select Form |
Attachments or
click an the paper

1. REQUISITION MUWBER Pa

i C
OFFEROR TO COMPLETE BLOCKS 12,17, 23, 24, & 30
EVAROYEFFECT ME

2. CONTRACT NO. EX 4. ORIER MUMBER &. SOLICITATION NUMEBER [

DETE
AG-1234.509.7011

clip icon
3. NAE b, TELEPHONE FUMBER (6 coledt &
INFORMATION CALL: [lp| Jon D o 1
] ohn Doe
INFORMATION CALL: ’ n 9701234567 |
T EEUEDEY cooe 10, THIE ACDUET 0N 15 1
[ wREsTRICTED OR [ ser asive n
[ sMaLL BusmESS
HUBZOME SMALL
s O s
SERMVCE DISABLED
$EE STANDARD: Dumsuul.aus
Tmmnmmrrrmﬂm ||55.Ei‘|'m
A TION UNLESS BLOCK I Mias  Tus r'nurBT"r ke . ;

A list of Attachments appears.

attachments x|

4 Attachments

Heavy_Equipment_E:-thibits_Flev.S-EE-DB.ch:l Add
Reprezentationz-Certifications -FAR 52.212-3.

ContractR equirements. pdf Delete |
YendorCompang. pff

DozerTypel . pff Saveds |

Encrpt |

Sign |

W rgigrn |

i

4 From the list of Attachments, double-click on the Representations-
Certifications -FAR 52.212-3.doc file.
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R — x|

4 Attachments

oc « Add

EntlHeilements.pdf . Delete |
WendorCaompany. pff

DozerTypel. pff Savels |

Encrypt |

Sian |

nisigh |

H—c—

NOTE: If a message appears warning you that attachment may contain viruses,
you can ignore it because the attachment is a valid document. Click Yes to open
the attachment.

Formatta Filler 7.0 |

Warning: Attachments can conkain viruses that may harm your computer, and should only be opened From sources
' that vou trust,

Are you sure you want to open this attachment?

Yes Mo

5 Within the document, from the File menu, select Save As.
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| Representations-Certifications -FAR 52.212-3[8].doc - Microsoft Word
Eile l Edit Wiew Insert Format  Tools  Table  window Help  Adobe PDF Acrobat Co
CSave&s... > | Ly R IR QJ_:I &
Page Setup... I u | = =

=4 Print... Chrl+P

2-2-m¥- 5]

..... Qs + v 0w
' '

E3 FARS1.212-3 OFFEROR REFRESEN
COMMERCTAL ITEMS (JUNE 2008)

An offeror shall complete only paragraph (b) of thy
annual representations and certificates electronica
completed the annual representations and certifica
offeror shall complete only paragraphs {c) through

(a) Dafinitions. As used in this prowvision--

“FEmeroing emall buszinez:™ means a small bu

NOTE: The first time you save a document that you opened through the
Attachments list, you must do a File | Save As to save the document to the
Solicitations folder. Otherwise, your document will be saved to C:\Documents
and Settings\<your username=>\Local Settings\Temp.

The Save As dialog box appears.

savens R 2|
Save in: | () 4G-1234-5-03-7011 HOo %M

AG-1234-5-09-701 1 pff
Original-AG-1234-5-09-701 1, pFF

File: mamne: IHepresentations-Certificatinns -FAR 52.212-3.do Save I
Save as ppe; I ﬂ Cancel |
P

6 In the Save in: field, open the Solicitations | <solicitation number>
folder, and then click the Save button to save the Representations-
Certifications -FAR 52.212-3 document.
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7 In the Representations-Certifications -FAR 52.212-3 document, complete all
of the editable areas that are specific to your solicitation response.

NOTE: Editable areas within this document are indicated by
highlighted brackets. All other information within this document is
non-editable.

T T T T

4y Small disadvantaged business concern. [Complete only if the offerd|
5 a small business concern in p aga@sepdh (13 of this prowvision. ] The offeror
eneral statistical purposes, tha _a small disadvantaged busing
efined in 13 CFER 124.1002.

() Women-owned simall business concern, [Complete
5 a small business concern in paragraph (o) (1) of this provision’]

5[ 1is not a women-owned small business concern.
Note: Complete paragraphs (c) (63 and () (7)) only 1f this solicitation 1

he simplified acquisition threshold. 7 Examples of

only if the offero
he offeror

(6) Women-owned business concern (other than small business concer; glr%r;il lsgvr:rftetﬁ netdr:?ble
he offeror iz a women-owned business concern and did not represent tself as document
oncern in paragraph ({17 of this provision ] The offeror represents that it
USiness concern

(7 Tie bid priority for labor surpilus area concerns. If this iz an o

hanufacturing or production

ercent of the contract pri
(2% Senall Bacinece Sies for the ey  ran i Tierm nd

8 Save your changes, and then close the document.

9 From the Attachments list, select the original Representations-
Certifications -FAR 52.212-3.doc file, and then click the Delete button.

attachments x|

4 Attachments

Heawy Equipment E=hibits Rew 3-25-08.doc « Add

Reprezentationz-Certifications FAR B2.212-3

ContractR equirements. pdf n
—

WendorCompary. pff

DaozerTypel . pff Saveds |
Sign |

i

The original Representations-Certifications -FAR 52.212-3 document is
removed from the solicitation package.

10 From the Attachments list, click the Add button.
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e — x|

4 Attachments

ContractR equirernents. pdf
YendorComparny. pif
DozerTypel. pff

Heawvy Equipment_E shibitz_R ev.S-EE-DS.ch;I “"

[

VIPR

Virtual Incident Procurement

Saveds
Encrypt
Sian

[Ursign

Cloze

Al

11 From the Open dialog box, in the Look in: field, open the Solicitations |
<solicitation number= folder, select your completed Representations-
Certifications -FAR 52.212-3.doc, and then click the Open button.

Open 2] x|

Look in: | () 4G-1234-5-03-7011

e N RS N s

@ AiE-1234-5-09-7011,pff
9 original-AG-1234-5-00-7011,pFF
sentations-Certifications -FAR ©

File: marne: IHepresentatiDns-Certificatinns -FAR 52.212-3.do Open I

Files of type: I

- Cahicel
| e ]

Your completed Representations-Certifications -FAR 52.212-3 document attaches

to the solicitation package.
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attachments x|

4 Aitachments

Heawy Equipment_Exhibits_Fev 3-25-08. dncﬂ
ContractR equirements, pdf
WendorCompany. pff Delate |
DozerTypel. pif
Representations-Certifications -FAR 52.212-3 Savelts |
Erzrpt |
Sigr |
izigr |

LI Cloze |

What’s next? You are ready to complete the forms within the solicitation
package, so proceed keep the Attachments list open and follow the steps in
Section 5.2.3, “Completing the Vendor Company Information,” (start at Step 4).

5.2.3 Completing the Vendor Company Information

You only need to fill out the Vendor Company Information form once and then
you can use the completed company form for all of your solicitation responses.
You can make updates to this form at any time.

# Business Rule: You MUST attach a completed Vendor Company Information
y form to EVERY offer you submit.

1 From Windows Explorer, open the Solicitations | <solicitation number>
folder.

NOTE: You would have set up the Solicitations and solicitation
number folder when you downloaded the solicitation or
amendment package (Section 5.1, “Downloading the
Solicitation Package from FedBizOpps (FBO)”).

Folders X || Mame =~

(B} Deskiop N BBl AG-1234-5-09-7011 . pff
| — o L
=] E My Documents :=| Original-AG-1234-5-09-701 1. pFf
|3 Access Connections
Bl IC) My Forms

El [C5) Solicitations
) AG-1234-5-09-7011
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Double-click on the <solicitation number=.pff file or the <solicitation
number_Amendment #=>.pff file. The SF 1449 form for that solicitation

opens.

From the Form menu, select Attachments. (You can also click on the paper

clip icon to access the Attachments.)

i AG-1234-5-09-7011.pif - Formatta Filler 7.0

@ Q

Zoom In Zoom Out

3
Info

ol

Hoirne

,..‘

There are two
waysto access
the attachments:
you can either
select Form |
Attachments or

SOLICITATION'/CONTRACT/ORDER FOR COMMERCIAL ITEMS [1. REQUISTION MUMBER

OFFEROR TO COMPLETE BLOCKS 12,17, 23, 24, & 30

2. CONTRACT NO. Q.Wbﬁ 4. ORDER MUMBER &. SOLICITAT 0N NUMBER [N .
AG-1234.509.7011 click on the paper
clip icon
2. NSME b. TELEPHOME MUMBER (W oollec® 8.
7.FOR SOLICITATION cals) |
INFORMATION CALL: ’ John Doe 970.123 4567 !
T RIEDBY CODE 10 THIS ACOUIETON 15
[] wREsTRCTED OR O ser asive: B
D SMALL BUSINESS
HUBZONE SMALL
HAICS D BUSINESS
SERVICE-DISABLED
SIE STANDART: DU\NNEJSMN.LBU‘S
TION UNLESS BLOCK IS L

1 TR O urnT-vr ®a

A list of Attachments appears.
Rl

4 Attachments

Heavy_Equipment_E:-thibits_Flev.S-EE-DB.ch:l
ContractR equirements, pdf

WendorCaompany. pff

DozerTypel. pff

Reprezentations-Certifications -FAR 52.212-3.

Add |
Delete |
Saveds |
Encrpt |

Sign |
W rgigrn |

i

4

36

Depending on your situation, do one of the following:

If you have submitted responses to previous solicitations and already
have a completed Vendor Company Information form, then proceed to
Step 5.

If this is the first time you have responded to a solicitation, then do the
following:

VIPR Vendor Solution User Guide
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a. From the Attachments list, double-click on the

VendorCompany.pff file.

Responding to a Solicitation .

IMPORTANT

When you double-click on a form from within the Attachments
list, the work you do in that form will NOT automatically replace
the blank form that is currently attached to the SF 1449 form.
The process required to replace the blank attachment with your
completed form is described later in the steps below.

4 Attachments

Delete |
Saveds |
Encrypt |

Sian |
nisigh |

H—c—

X

| Double-click on the
VendorCompany pff
file to open the form

The Vendor Company Information Form appears.

rtual Incident Procurement

Vendor Company Information Form

Please complete the reguired flelds, whick are indicated by an asterisk (®) arnd highlighted in yellow.

Acquisition Management {55756
USDA Forest Service AL

1. Company |dentification Tour company name must match the company name pou

use for the Central Coniractor Registrafion (CCR)

Campany Name"l

punE"|

RS LICCN IR Ficase vorfy the accuracy of pour e-menl addvess. Award confirmation is provided electronically

and an incorrect e-mail address will resulf in failure fo deliver the award notificafion

First Marme* I Last Mame* |
Daytime Phone™ | { ) - CellPhone [{ ) - Ewening Phnnel( }o- FAxl( ) -
E—mailAddress*l

Eiret ame | L ast Mama

b. From the File menu, select Save As.

VIPR Vendor Solution User Guide
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_ioix]
IKEdit Wiews Form  Tools Help ‘
| Open... Chrl+0 o) =
J Close =" N -
Print Zoom In - Zoom Out
0 = Save Chrl+5
E — -
- If you click on the
Save fcon on the
g i
toolbar beforg doing L it Chriep Acquisit
a Save As action, ' R —— USC
then your form will i
be saved to B ——
C:\Documents and - Inf . F
Settings\<your Lompany Information Form
username>\Local plote the required flelds, which are indicated by an asterisk (%) and highligh
Settings| 7_8'/7{/7 a'ﬂd Your company name must match the company name you
not the Solicitations use for the Cenfral Confractor Registration (CCR).
folder you set up. .
arme I
Flease verify the accuracy of powr e-mail address. Award confirmafionisp
and an ncorrect e-mail address will resulf in farlure fo deliver the award n
a* I Last Marne™ I
ey - CellPhoneI{ yo- Evening Phonel( yo- =
Kl | '
NOTE: The first time you save a form that you opened through
the Attachments list, you must do a File | Save As or click the
Save button at the bottom of the form to save the form to the
Solicitations folder. After the initial save, then you can use the
Save icon from the toolbar.
| Fle Edit View Form Took felp Do not use this
- Save icon until
= -l | H “ (1 3 you have first
Next Open Y Save Resst  Print Zoom| done a
File | Save As
to save the form
into the
Solicitations
folder.
The Save As dialog box appears.
38 VIPR Vendor Solution User Guide
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tip

If you will use your
completed company
information form for
all of your
solicitation
responses, then you
should save the
form in one central
location—the
Solicitations folder—
rather than in one
specific solicitation
number folder.

Responding to a Solicitation .

2%

Save in: I.W

o @ o

) AG-1234-5-09-701 1

File name: IVendorCnmpany[E2].pff

Save I

Save as type: IPff File [*. pif]

- Cancel
B [ e= ]

c. From the Save in: field, find the Solicitat

ions folder.

d. In the File name: field, highlight “VendorCompany[#],” type your
company name, and then click the Save button.

Save in: I | Salicitations j (€ N5

2%
-1 m,

|01 AG-1234-5-09-7011

|~ Replace the
generic wendor
company nams
wilth your
company name

File narne: WendorComparn[52 Jaif

Save as type: | PIf Files [*pf] =l

Save I
Cancel |

4

e. Complete the form.

IMPORTANT

You MUST complete all of the required

company name you use in CCR.

indicated by an asterisk and yellow background on the form.

Also, the company name you use in the form MUST match the

fields, which are

f. Once you have entered all of your data,

click the Validate Form

button (located at the bottom of the form) to ensure you have
completed all of the required fields and entered data correctly.

g. Ifyou receive a validation error, please refer to the validation

message and check the following:

= All of the required fields have data entries.

VIPR Vendor Solution User Guide
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= The appropriate type of information is provided in the fields,
e.g., the first Zip Code box has five (5) digits.

= In some cases, if one field in a group of fields has a data
entry, then the other fields in the group become required. For
example, for the Contact Information, if a First Name is
entered, then the Last Name, Daytime Phone, and E-mail
Address fields are then required.

G If you have questions about the validation errors, contact the
Interagency Incident Systems Helpdesk at helpdesk@dms.nwcg.gov
or (866) 224-7677 (press Option 3 for VIPR).

h. Once your changes are complete, click the Save button (located at
the top in the Form toolbar and at the bottom of the form). Your
completed company form is saved in the Solicitations folder.

i. Click the Close button ‘J@ in the upper right corner of the
Vendor Company Information form. The company form closes and
the Attachments list appears. Proceed to Step 5.

In the following steps, you will ensure the version of your completed
company form is current, add your completed company form to the SF
1449 form, and delete the blank Vendor Company Information form
that is still attached to the SF 1449 form.

5 From the Attachments list, double-click on the VendorCompany.pff form
within the solicitation (or amendment package).

6 Scroll to the bottom of the form and check the Version # on the form.

TN TEpFaSaT Y Our ST - TETCETEGS O Py T TErICTorT ST e TTraer o
business status. daysthalthe payment must be made prior o the
e date i ewamala 1% 70 Net 3m
[T Srall Busingss ™ Service-Disabled Veteran-Cranhed - i
Small Business

™ HUBZone I &)
T. Supporting Documentstion “I'wil have a suficient number of JU—
- Bmploy ees and those amployaes wil [+ [Yeg Mo

| certify that | have all required insurance, - Yes © Mo meet the training and qualfications

workers' compensation (or exemption), and L
DOT inspections, as required by the | raquined by the solicitation
solicitation or Federal, State, or local laws"™ *I am registered in the Contractor

Central Registration (CCR) grstern & Yes © No
I pow have werkers compenzation, then the Workers (hitp s cer.gov) Ensure wou are
Compenzation Expiration Date is Regquired I using the latest
"l have completed representations and 0 h
e on g via? AT version of the fomn.

(ORCA) website (hpsiiorca bpngoy ) ° download from
FBO will always
have the latest

Coversion 1 3 version of

this fom.

Workers' Comgensation cedifications oneling via the Onling
Ern:;]n on Date | 12232010 Representations and Cerifications Application A The packages you

Validate Form | Clear Form I Save Print

7 Depending on the version of the form, do one of the following:
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. If the Version # on the form matches the Version # of the form that
you had previously completed for other solicitations, then close the
form, and proceed to Step 8.

. If the Version # on the form is a newer version than the form you
had previously completed, go back to Step 4b, perform Steps 4b-4i
to complete and save the newer version of the company form, and
then proceed to Step 8.

8 From the Attachments list, click the Add button.

attachments x|

4 Attachments

Heav_l,l_Equipment_E:-thibits_Fiev.3-25-|:|8.d0c;| [« Add ?

ContractR equirements. pdf

WendorCompary. pff Dielete |

DozerTypel . pff

Reprezsentationz-Certifications FAR 52.212-3. Savelts |
Encrypt |

Sian |

nisigh |

H—c—

The Open dialog box appears.

Lnnkin:l@ Salicitations j Nz e BEp

File narne: IABECnmpany.pff Open I
Filez of tupe: I j Cahicel |

pA

9 From the Solicitations folder, select your completed <companyname=.pff
form, and then click the Open button. Your completed company form
attaches to the solicitation package and you can see your company form is
now in the list of Attachments.
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attachments x|

4 Attachments

Heav_l,l_Equipment_EHhibits_F!ev.S-i?E-DS.dnc;I
ContractRequirerents. pdf

WendorComparny. pif Delete |
DozerTypel . pff

B icnz:Certifications -FAR 52.212-3. S avefis |
form is added to Eniempt |
the solicitation _
package Lo

[Ursign |
j Closge |

Your company ¢

10 From the Attachments list, select the VendorCompany.pff file, and then
click the Delete button.

attachments x|

4 Aitachments

Heav_l,l_Equipment_EHhibits_F!ev.S-i?E-DS.dnc;I &dd | Ensure the
pdf

ContractR equirements.

carrect form is

el C_ Dekie _Dlhighlig hted, and
Fepresentations-Certifications -FAR 52.212-3. E— | then click the
ABCCompary. pft Delete hutton to
Erimpt | remove it from
Sian the solicitation
—l package.
[Ursign |

E—c—

The original blank Vendor company form is removed from the solicitation
package.
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4 Attachments

Heavy_Equipment_E:-thibits_Flev.S-EE-DB.ch:l Add |

ContractR equirements, pdf

Reprezentationz-Certifications FAR 52.212-3.

x|

Responding to a Solicitation .

ABCCarmpany. pf

Saveds |
Encrpt |

Sign |
W rgigrn |

LI Cloze |

What’s next? Depending on where you are in the process for responding to a
solicitation process, do the following:

If you have not yet completed the resource data entry forms for the
package, then keep the Attachments list open and follow the steps
in Section 5.2.4, “Completing the Resource (Equipment)
Information,” (begin at Step 4).

If your solicitation package has all of the completed forms required
for your offer, i.e. your completed company form AND a completed
resource data entry form for each piece of equipment, then from the
Attachments list, click the Close button, and then from the SF 1449
form, click the Save button to save your solicitation package. You
are now ready to proceed to Section 5.3, “Signing and Submitting an
Offer.”

5.2.4 Completing the Resource (Equipment) Information

NOTE: Each type of equipment has its own unique resource data entry
information form. However, for the purpose of this documentation, the Dozer
Type 1 resource data entry form will be used as the example form in the
following steps.

Unless you have updates to your resource information, you will only need to fill
out the resource data entry forms once for each resource. You can then use
your completed forms (when applicable) for all solicitation responses.

#¥  Business Rule: You MUST always attach at least one completed resource data
y entry form for each piece of equipment to EVERY offer you submit.

VIPR Vendor Solution User Guide
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1 From Windows Explorer, open the Solicitations | <solicitation

number=> folder.

NOTE: You would have set up the Solicitations and solicitation number folder
when you downloaded the solicitation or amendment package (Section 5.1,
“Downloading the Solicitation Package from FedBizOpps (FBO)”).

2 Double-click on the <solicitation number=.pff or if the solicitation has an
amendment, then double-click on the <solicitation number_Amendment
#=>file. The SF 1449 form for that solicitation opens.

3 From the Form menu, select Attachments. (You can also click on the paper
clip icon to access the Attachments.)

i AG-1234-5-09-7011.pIF - Formatta Filler 7.0
| Fie Edt vew [Form Tecks Help
ﬁ Summary Info

B
Save Resst [Prink

8 [y &

Zoom In Zoom Out Info Hoime

SOLICITATION/ CONTRACT/ORDER FOR COMMERCIAL ITEMS |1 REQUST 0N NUMBER Toe
OFFEROR TO COMPLETE BLOCKS 12,17, 23, 24, & 30
2. CONTRACT NO. Q.Whﬁ 4. QRDER MUMBER . SOLICIT AT 0N NUMEBER 6.
AG-1234.5.09.7011
3. NWE b. TELEPHOME MUMBER (W collec? I8
7. FOR SOLICITATION k)
INFORMATION CALL: ’ John Doe 9701234567 1.
T EEEDEY cooe 1. THIE ACDUET 0N &
I— [] weesTRICTED OR O ser ssive: B
D SMALL BUSINESS
HUBZDNE SMALL
et O s
FERVICE-DISABLED
SUE STANDARD: Dumsuu.l.aus
TN UNLESS BLOCK IS |

Mhias  Twae cowrescT k© &
T ,

A list of Attachments appears.

attachments x|

4 Attachments

Heav_l,J_Equipment_E:-thibits_Fiev.9-25-|]8.d0c;|
ContractR equirements. pdf

DozerTypel. pff

Reprezentations-Certifications -FAR 52.212-3.
ABCCompany. pif

|

Add |
Delete |
Saveds |
Encrypt |
Sian |
nisigh |

Cloze

There are twio
ways o access
the attachrments:
you can either
select Form |
Attachments or
click on the paper
clipicon
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IMPORTANT

The Attachments list contains a resource data entry form for each type of
resource (equipment) included in the solicitation; however, you only need to
complete the resource data entry forms for the type of equipment that you
wish to include with your offer.

4 Depending on your situation, do one of the following:

. If you have gone through this response process before and have already
completed your resource data entry forms, proceed to Step 5.

. If you are going through this response process for the first time, then do
the following:

a. From the Attachments list, double-click on a <resource data entry
form=>.pff file.

IMPORTANT

When you double-click on a form from within the Attachments
list, the work you do in that form will NOT automatically replace
the blank form that is currently attached to the SF 1449 form.
The process required to replace the blank attachment with your
completed form is described later in the steps below.

attachments x|

| Daouble-click an the
4 Attachments

resource data entry
form pff file (e Q.
e DozerTypel pffl to

Delete | apen the farm

e e ertifications -FAR 52.212-3,
ABCCaompany. pff Savehs |
Erzrpt |
Sign |

Y

_Exhibitz_Feyv. 9-25- (0

Heawy_Eguipment
=P =

o DozerTypel pif

The specific resource data entry form appears. In this example, the
Dozer, Type 1 form appears.
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tip

If you click on the
Save fcon on the
toolbar before doing
a Save As action,
then your form will
be saved to
C:\Documents and
Settings\<your
username=\Local
Settings\Temp and
not the Solicitations
folder you set up.

VIPR
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Acquisition Management (8"
USDA Forest Service AV

Resource Category
Dozer, Type 1

are indicated by an asterisk (%) and
highlighied in yellow.

Please complele the required fialds, which

Por Agresment Phase Only: Clear Selection

[ fiiithdraw this regource! [T Replace this VIN ar Serial Mumber

Fram this drap-down st sekct the VIN or Seriad Number that yon wish
to whdraw ar select the VN or Seriai Number that you wish replace
wih the new VIN or Serigl Number that you provide on this form

| ]

1. Equipment Description

Elhesl Ho

YIM or Serial - - Insurance Palicy [
Number® Uty I J Expiration Date™ | *
Wake” Wl odel™
2. Equipment Location
oy State” | zip cme*l -
Dispatch Center” M Latitude Langitude
Lafitude and Longitude are for future use.
3. Equipment Attributes
el (&}
Blade Type™ 'I SR e b Do you have

Ratinn® 'I

enough employees

Ripper® © Yes  © No for a double shift?™

b. From the File menu, select Save As.

j DozerTypel[6].pff - Formatta Filler 7.0

File Edit ‘iews Form Tools Help

Qpen. .. Chrl+0

o e (=)
Close .EI =1 % "
Ve Reset Print Zoom In  Zoam Cuk
Save Thrl S

—

Expoark
Send. ..

Prink. ..
Prink Preview

Crl+P

h
urement

Exit

Resource Category

Dozer, Type 1

Flease complete the required flelds, which
are indicated by an asterisk (%) and

highlighted in yellow.

1. Equipment Description

[T wiiithdraw t

Frokn this
to wihara
wih the

-

W or Serial *
Murrher™ Tear I_
b ke | bd v i

NOTE: The first time you save a form that you opened through
the Attachments list, you must do a File | Save As or click the
Save button at the bottom of the form to save the form to the
Solicitations folder. After the initial save, then you can use the
Save icon from the Form toolbar.
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| Fle Edt View Form Took Help

Do not use this
Save icon until
you have first
done a

File | Save As
to save the form

into the
Solicitations
falder.

The Save As dialog box appears.

c. From the Save in: field, find the Solicitations folder if it is not already
selected.

d. In the File name: field, highlight the <resource name [#]>, type
the name of your resource, and then click the Save button.

Savens 21|

tip

When changing the
name of the file for
Yyour resource, you
may want fo use a
name specific to the
piece of equipment,
e.g., VIN number,
Equipment ID, etc.

502 oo

Save | ) Schcilatons

) AGe 1 Z34-5-00- 7005
) AG- 1 234-5-00-7007
| AG-1234-5-00-7011

=] ABCComparry. pfF
| Feplace this
genenc name
wirith your
N [ | M specific

File: narmeer: FesouUrce narme.

Save aztype: |PIF Fies ["pdl)

VIPR Vendor Solution User Guide

The resource data entry form is saved in the Solicitations folder.
Complete the form.

IMPORTANT

You must complete all of the required fields, which are indicated
by an asterisk and yellow background on the form.

When selecting a dispatch center, refer to Appendix D,
“List of Host Dispatch Centers.” For additional
information about dispatch centers, visit the Incident
Procurement Web site at
http://www.fs.fed.us/business/incident/vipr.php.

Once you have entered all of your data, click the Validate Form
button (located at the bottom of the form) to ensure you have
completed all of the required fields and entered data correctly.
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If you receive a validation error, please refer to the validation
message and check the following:

e All of the required fields have data entries.

e The appropriate type of information is provided in the fields,
e.g., the first Zip Code box has five (5) digits.

e In some cases, if one field in a group of fields has a data entry,
then the other fields in the group become required. For example,
for the Contact Information, if a First Name is entered, then the
Last Name, Daytime Phone, and E-mail Address fields are then
required.

If you have questions about the validation errors, contact the
Interagency Incident Systems Helpdesk at helpdesk@dms.nwcg.gov
or (866) 224-7677 (press Option 3 for VIPR).

Once your changes are complete, click the Save button (located at
the top in the Form toolbar and at the bottom of the form). Your
completed resource data entry form is saved in the Solicitations
folder.

Repeat Steps 4a — 4h for every resource that you wish to include in
your solicitation response.

IMPORTANT

You must complete a resource data entry form for every
resource that will be in your solicitation response. For example,
if your response will include two Dozer Type 1s, then you will
need to complete two Dozer Type 1 forms; you CANNOT use
one form for both Dozers. You can copy one completed Dozer
form, rename the file, and then complete the information
specific to the other Dozer.

J. Click the Close button @ in the upper right corner of the

form. The resource data entry form closes and the Attachments list
appears. Proceed to Step 5.

In the following steps, you will ensure the version of your resource
data entry form is current, add your completed resource data entry
form(s) to the SF 1449 form and then delete the blank resource data
entry forms that are still attached to the SF 1449 form.

5 From the Attachments list, double-click on the <resource data entry

form=>.pff form.

6 Scroll to the bottom of the form and check the Version # on the form.
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Daily Rale” ¥
Complete this section ONLY if the contact information is diflerent than what & lited on the Fandar Company hformation form
FhstNams LastH ame [
Daytime Phone [{ ] - caltfnone [T ] - Evening Phone [ ) - raxfr ) -
E-mail Address |
FiestBiama | LastHame Ensure you are
DayimePhona [{ 1 - CelFhens[( ) - Evaning Phone [[ ) - L /\tles;g%ahgfl?rzisftgm_
E:mabadduess | The packages you
daownload from
FBO will always
Validat Form | | Clear Form swe | i | have the |atest
C_esbon 1 wersion of
this form.

7 Depending on the version of the form, do one of the following:

. If the Version # on the form matches the Version # of the form that
you had previously completed for other solicitations, then close the

form, and proceed to Ste

p 8.

. If the Version # on the form is a newer Version than the form you
had previously completed, go back to Step 4b, perform
Steps 4b - 4i to complete and save the newer version of the

resource data entry form

, and then proceed to Step 8.

8 From the Attachments list, click the Add button.

e x|

4 Attachments

Heavy_Equipment_E:-thibits_Flev.S-EE-DB.ch:l
ContractR equirements, pdf

DozerTypel . pff

Reprezentationz-Certifications FAR 52.212-3.
ABCCarmpany. pf

i

[ 4 Add P
Delete |

Saveds |

Encrpt |

Sign |

W rgign |

The Open file dialog box appears.

9 From the Solicitations folder, select your completed resource data entry
form, and then click the Open button.

VIPR Vendor Solution User Guide
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2%

@AG-QS‘I-S-DQ-?DDS
@AG-IZS‘I-S-DQ-?DD?
@HG-1234-S-09-?01 1
,°§ ABCComparry:, pif

File name: IDZT1 -B75567. pff Open I
Files af tppe: I j Cancel |

e

4 Attachments

Heav_l,J_Equipment_E:-thibits_Fiev.3-25-|:|8.d0c;|

ContractR equirements. pdf

DozerTypel. pff Dielete |

Reprezentations-Certifications -FAR 52.212-3.

ABCCompany. pif

DZT1-875567 pif —|Save.~’-‘-.s
Encrypt |
Sian |
nisigh |

LI Cloze |

x|

Your completed resource form is now attached to the solicitation package.

10 From the Attachments list, select the <resource data entry form>.pff

file, and then click the Delete button. The original blank resource form is

deleted from the package.

4 Attachments

4dd

Reprezentations-Certifications -FAR 52 212-3.
pEEE [ e |
Encrypt |

Sian |

[Ursign |

E—c—

X

Ensure the
carrect form is
highlighted, and
then click the
Dielate button to
remove it from
the solicitation
package.
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11 Repeat Steps 5-10 for all resource data entry forms that will be included in
your solicitation response and to delete ALL of the blank resource data entry
forms.

IMPORTANT

o If a solicitation requires additional information to be submitted with the
offer, i.e. resumes, certifications, etc., use the Add button in the
Attachments list to add those documents to the solicitation package.

e Be sure to delete ALL of the blank forms from the package, including the
resource data entry forms that you do not use, otherwise, when you
submit your offer, you will get an error because there are blank forms in
your solicitation package.

#¥  Business Rule: You MUST attach one completed resource data entry form for
4 every resource that will be in your solicitation response. For example, if your
response will include two Dozer Type 1s, then you will need to attach two Dozer
Type 1 forms; you CANNOT attach one form for both Dozers. Another example is
the Transport resource, where you must have one form for each Transport type.

What’s next? Based on where you are in the process for responding to the
solicitation, do one of the following:

N

. If you have not completed the Vendor Company Information form
for the solicitation or amendment package, then keep the
Attachments list open and follow the steps in Section 5.2.3
“Completing the Vendor Company Information,” (begin with Step 4).

. If your solicitation or amendment package has all of the completed
forms required for your offer, i.e. your completed company form
AND your completed resource data entry forms, then from the
Attachments list, click the Close button, and then from the SF 1449
form, click the Save button to save your solicitation package. You
are now ready to follow the steps in Section 5.3, “Signing and
Submitting an Offer,” (begin with Step 3).

5.3 Signing and Submitting an Offer

When you submit an offer, your solicitation response package must be complete,
which means it must

. Include all of the standard forms that were part of the original package,
i.e. SF 1449 form, Contract Requirements and Exhibits, Representations-
Certifications -FAR 52.212-3, and SF 30 (when applicable)

. Include your completed company information form

VIPR Vendor Solution User Guide 51
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. Include your completed resource data entry forms for all of the
resources you wish to include in your offer

. Exclude any blank Vendor company information or resource data entry
forms

IMPORTANT

When you are ready to submit an offer, you will be legally signing your offer
and will be required to provide your eAuthentication username and
password.

#3 Business Rules:
___ You can continue to update your company and resource information and re-
submit an offer (solicitation package) until the solicitation close date. After the
close date, VIPR will not accept a response unless the CO has notified you of a
problem and allows you to re-submit your response or has entered into
negotiations and requested a revised offer.

VIPR will use the Vendor's last response as the response on record; VIPR will

NOT try to determine the difference between multiple packages for the same
solicitation sent by the same Vendor.

To sign and submit an offer for a solicitation:

1 From Windows Explorer, open the Solicitations | <solicitation number>
folder.

2 Double-click on the <solicitation number=.pff file or if the solicitation has
an amendment, then double-click on the <solicitation
number_Amendment #=>file. The SF 1449 form opens.

3 At the bottom of the SF 1449 form, click the Sign Response button.

25, ACCOLINT G AND AP PF0 PRIAT I0H GAT A 26, TOTAL ANARD AADUNT (For Got, U O]

[ 27250 LCMATION ICORPORATES §v FEFERENCE FAR 222121, 222120, FAR 51203 AND 522125 AREATTAC HED. ADDENDA [ ]ere APENOT ATTACHED

[ 0 conmhacmaunenssE o DER IEORPORATES B PEFERENCE 4R 522154, AR 22126 15 ATTAC HED. ADDENDS [sre [Jirevorsmmcues

Z 28 CONTRACTOR 1§ REQUIRED TO SIGN THIS DOCUMENT 4ND RETURN 1 I:] 20 AWARD OF CONTRACT: REF OFFER
COPIES TO IS5UING OFFICE. CONTRACTOR AGREES TO FURMNISH AND _—

DATED . YOUR DFFER ON SOLICTATION

CELWER ALL TEMS SET FORTH OR OTHERANSE IDENT IFIED ABOVE AND ONANY (BLOCK ), INCLUDING ANY ADDITIONS DR CHANGES WHICH ARE
ADDTIONAL SHEETS SUBJECT TO THE TERMS AND CONDITIONS $PECIFIED SET FORTH HEREM, IS ACCERTED 45 TO T EMS:

[, STGTATURE OF OFFEROFICONT RALT OR Fa.

300, HAME AND TITLE OF SIGNER (Type or prant) | 300. DATE SIGNED T1b, NAWE OF CONTRACTING OFFICER (Type or pant) 3o, DATE SIGNED

(LT HOREZED FOR LOCAL REPRODUCTION STANDARD FORM 1449  (REV. 32005

- ]
PREVIOLIS EDITION IS NOT LSABLE Sign Response ) Withdraw Offer Prasoribed by G54 FAR (48 CFR)i?‘IIi?
————

Getting Help

A message appears explaining what it means when you use your
eAuthentication UserID and password to sign a response.
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Formatta Filler 7.0 |

I agree that by entering my eduthorization UserID and password I as an authorized agent of the company am
' electronically signing this Form and agree ko Furnish and deliver all items set Farth or otherwise identified on this Form
or any additional sheets subject to the terms and conditions specified.

es Mo

4 Click Yes to proceed.

IMPORTANT

Once you complete the steps for the eAuthentication process for a
specific solicitation (described in Steps 5-11 below), you might not be
required to perform those steps again the next time you click the “Sign
Response” button on the SF 1449 form for that solicitation. When this
occurs, it means your eAuthentication login information is already in the
system for that solicitation and you can jump from Step 4 to Step 12.

5 If an authorization message appears, click the Continue button once. Wait

a few seconds for this window to be replaced with the eAuthentication Web

site warning message.

CEE— x|
AI

This page 15 used to hold your data while you
are being autherized for vour recuest.

Tou will be forwarded to continue the
authorization process. If this does not happen
automatcally, pleaze chck the Continue button
below.

Continue |
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=
USDA United Stales Department of Agricullure ;I
Zal USDA eAuthentication

Home : About eAuthentication: Help | Coi

AR N IMG

This is a United States Department of Agriculture computer systern, which may be accessed and
official Government business {or as otherwise permitted by regulation) by authorized personnel.
access or use of this computer system may subject violators to criminal, civil, and/or administral
infarmation on this computer system may be intercepted, recorded, read, copied, and disclosed
authorized personnel for official purposes, including criminal investigations. Access or use of this
by any person, whether authorized or unauthorized, constitutes consent to these terms.

WARNING

L
| | »

NOTE: You may need to drag the window edges to re-size the window in order
to view the entire message.

6 From the eAuthentication Warning message box, click the Continue button.
The eAuthentication Login screen appears.

NOTE: You may need to drag the window edges to re-size the window in order
to view the entire message.

(e x]
USDA. united States Department of Agricutture |
Zmml USDA eAuthentication

¥ Quick Links
+ What is an account?

I Create an account l—
User ID:

b Update your account
P b Forgot your User ID?

eAuthentication Login

Administrator Links

Password: I
I Local Registration

Authority Login Forgot your Password?
i Change My Password

Login

v
4 | »

7 Enter your eAuthentication username and password, and then click the
Login button.
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NOTE: If you do not remember your eAuthentication username or
password, contact the ITS Service Desk at
mailto:eAuthHelpDesk@ftc.usda.gov or 800-457-3642.

A Security Alert message appears. You can ignore this message because the
VIPR site is secure.

Security Alert x|

Ynu are about o be redirected to a connection that iz nok

; J. FECLINE.

The information you are sending to the curent site might
be retranzmitted to a nonzecure zite. Do pou wish to
continue’?

8 Click Yes to continue. A message informing you that you are authorized to
submit your response appears.

= R © RS
~1| Close button
S i R . to close this
You are now authorized to submit your message box

response to VIPR.

Please close this window and click the 'Sign
Response' button again.

9 Click on the Close button to close the message window. The SF 1449 form

25. ACCOUNTING AND APPROPRIATION DATA [26. TOTAL AWARD AMOUNT (For Gowt. Lse Oinly)
[] a0 LSmaTIo N 0 RPORATES BY REFERENCE FAR 532121, 222000, FAR S212-3AND 522125 ARE ATTACHED. ADDENDA [ «re ARENOT ATTACHED
[] Zb CONTRACTRURCHASEGRDER CORPORATES by REFERENCE PAR 52212+, PAR 522124 £ ATTACHED. ADDENDA D App ] AREMOT ATTACHED
[<] 28.COMTRACTOR 15 REQUIRED T0 SIGN THS DOCUMENT AND RETURN 1 [ 29 smaro oF coNTRACT: REF. OFFER
COPIES TO ISSUING OFFICE. CONTRACTOR AGREES TO FURNISH AND ——rr
DWTED . YOUR OFFER ON SOLICTATION
DELWER ALL TEMS SET FORTH OR OTHERWISE IDENT IFIED ABOVE AND ON ANY (BLOCK %), NCLUDING ANY ADDITIONS OR CHANGES WHICH ARE

ADDTIONAL SHEETS SUBJECT TO THE TERMS AND CONDITIONS SPECIFIED
[Fia- STGTOAT URE OF GFFERGRICONT RACTOR

SET FORTHHEREW, 15 ACCEPTED &5 TO MEMS:

306, KEE AND TITLE OF SIGNER [Tipe ar pint) 300, DATE SIGNED 31b. NAE OF CONTRACT ING OFFICER (Tipe or prick) 3o, DATE SIGNED

(LT HOREZED FOR LOCAL REPRODUCTION

e Sign Response [)  Withdraw Offer I
o — -

STANDARD FORM 1449 rev. 22005)
Prescribed by GSA- FAR (48 CFR) 53212

Getting Help |

10 From the SF 1449 form, click the Sign Response button again.

The message explaining what it means when you use your eAuthentication
UserID and password to sign a response re-appears.
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Formatta Filler 7.0 |

I agree that by entering my eduthorization UserID and password I as an authorized agent of the company am
' electronically signing this Form and agree ko Furnish and deliver all items set Farth or otherwise identified on this Form
or any additional sheets subject to the terms and conditions specified.

es Mo

11 Click Yes to proceed.

12 VIPR conducts a validation test to check for the following:

e For every solicitation response, your company information form
and at least one resource data entry form specific to the
solicitation are attached to the SF 1449 form. However, VIPR
cannot ensure that all resource data entry forms specific to your
equipment are attached.

e Each resource data entry form has a unique Vendor-provided
identifier (e.g., VIN number, Equipment ID, etc.). The same
identifier cannot be used for the same resource type for the
same solicitation.

e The forms attached to the solicitation response are the correct
version of the forms. If the forms are the incorrect version due
to a change in the form or an amendment, VIPR will notify you
and you will need to download the latest version of the
solicitation package from FBO, complete the solicitation package
with the new version of the forms, and re-submit your offer.

You will receive either a successful submittal message or an error
message. Details about each type of message are explained below in the
“Types of Submittal Validation Messages.”

Types of Submittal Validation Messages

Based on the results of the validation check, you will get one of the following
messages:

(1) Successful submittal:

@) cickhe

Close button
. to close this
Your response was successfully submitted. Your | messagebex
response is in the VIPR system and will be
evaluated by the Contracting Officer assigned to

the Solicitation. You can now close this window.

If you get this message, you can close this window. Your offer has been
received in the VIPR system. If there are amendments to this
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solicitation, then VIPR will notify you. Otherwise, you will not be notified
about the status of your offer for this solicitation until after the
solicitation close date.

NOTE: When your response is successfully submitted, you
have met the requirement described in Box 28 of the SF 1449
form which is to provide a signature and a copy of the form.

(2) Your completed Vendor Information form was not attached
to the solicitation:

Ml Formatta Filler 7.0 Click the
Close button
to close this

No Vendor Information was attached to the response | messags box

If you get this message, you can close this window. Access the
Attachments list and ensure you have attached your completed company
form to the solicitation package AND deleted the blank Vendor Company
Information form.

(3) Your completed resource data entry form was not attached
to the solicitation:

' Clckthe
Close button
. to close this
At least one valid resource messags box
(equipment) must be attached.

If you get this message, you can close this window. Access the
Attachments list and ensure you have attached your completed resource
data entry forms that are specific to the solicitation AND deleted all
blank resource data entry forms from the solicitation package.

(4) You have an incomplete form within the package.

Ciik the

Cloze button
- to cloze this
The Resource form Mobile Laundry Type | message bo-
1 attached to your submission is missing

Equipment Location information.

If you get this message, you can close this window. Required fields on
either the Vendor Company form and/or a resource data entry form may
be incomplete OR blank forms have not been deleted from the package.
This message is just one example for an attached data entry form
(Mobile Laundry Type 1) that has an incomplete field that is required for
the form. Check your forms to ensure all required fields are completed
and then add the completed forms to the solicitation (or amendment)
package and sign and submit your response.
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NOTE: Ensure you have deleted all blank resource data entry
forms from the package; otherwise, you will get error messages
similar to this one for all of the required fields for every

blank form that is still attached to the package.

(5) You have not responded to the latest amendment package:

Gk the
Cloze button

& to ch thi
The package being used to respond to an amended eSS b

solicitation is invalid or outdated. (ID:null) Check
FedBizOpps for a new amended Solicitation package.

You are not working with the most current amendment package that
was posted to FBO. If a solicitation has been amended after you have
downloaded the solicitation or another amendment package, but before
you have submitted an offer, then you may get this error message.
Access the FBO Web site and download the latest amendment package
for the solicitation, attach your completed forms to the amendment
package, and sign and submit your response.

(6) All of the amendment files are not attached to the
solicitation:

Click the
Close button
to close this

All amendments to this solicitation must be attached. message box

Il Formatta Filler 7.0

If you get this message, you can close this window. Access the
Attachments list and ensure you have not deleted any of the
Amendment #.pff files from the amendment package. If the
Amendment file is not in the package, then you may not be working with
the most current amendment package that was posted to FBO. If a
solicitation has been amended after you have downloaded the
solicitation or amendment package, but before you have submitted an
offer, then you may get this message. Check FBO to ensure you have
the most current amendment package (refer to Section 5.1
“Downloading a Solicitation Package from FedBizOpps (FBO)”).

IMPORTANT

If you get an error message that you have questions about,
make a note of the reference number (if there is one) and
contact the Interagency Incident Systems Helpdesk at
helpdesk@dms.nwcg.gov or (866) 224-7677. Press Option 3 for
VIPR / eAuth. (You will need to provide the reference number to
the Helpdesk.)

VIPR Vendor Solution User Guide
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6 Submitting a Revised Offer

This section describes the procedures for revising your offer for an open
solicitation, responding to a request from the Contracting Officer for a revised
offer for a closed solicitation, and withdrawing your offer on a solicitation.

6.1 Submitting a Revised Offer on an Open Solicitation

To update information or revise an offer you have already submitted, you will
need to make any necessary changes to the forms, attach the updated forms to
the solicitation (or amendment package if the solicitation has been amended),
delete the old forms, and then re-submit your offer.

# Business Rules:
y You can update your company and resource information and re-submit a revised
offer at any time until the solicitation close date.

VIPR will use the Vendor's last response as the response on record; VIPR will
NOT try to determine the difference between multiple packages for the same
solicitation sent by the same Vendor.

To update your information and submit a revised offer on an open
solicitation:

1 From Windows Explorer, open the Solicitations folder.

2 Double-click on your company form or the resource data entry form you wish
to update.

3 Make any necessary changes to the company information form and/or the
resource forms.

IMPORTANT

You must ensure you complete all of the required fields, which are
indicated by an asterisk and yellow background on the form.

4 Once you have entered all of your data, click the Validate Form button (at
the bottom of each form) to ensure you have completed all of the required
fields and entered data correctly.
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If you receive a validation error, please refer to the validation message
and check the following:

. All of the required fields have data entries.

. The appropriate type of information is provided in the fields, e.g.,
the first Zip Code box has five (5) digits.

. In some cases, if one field in a group of fields has a data entry, then
the other fields in the group become required. For example, for the
Contact Information, if a First Name is entered, then the Last Name,
Daytime Phone, and E-mail Address fields are then required.

If you have questions about the validation errors, contact the Interagency
Incident Systems Helpdesk at helpdesk@dms.nwcg.gov or (866) 224-7677.
Press Option 3 for VIPR.

5 Once your updates are complete, click the Save button (located at the top in
the Form toolbar and at the bottom of the form).

6 Repeat Steps 2-5 for every form you wish to update.

Once you have finished updating your forms, follow the steps listed below to
open the solicitation package that you wish to re-submit with your updated
information, delete your old forms from the package, and add your updated
forms to the package.

IMPORTANT

You may want to check the FBO site to ensure you are working off of the
latest version of the solicitation package; there may have been amendments
posted to the solicitation since your last response was submitted. If you
need to download a new amendment package, follow the steps described in
Section 5.1, “Downloading a Solicitation from FedBizOpps (FBO),” otherwise,
proceed to Step 7.

7 From Windows Explorer, open the Solicitations | <solicitation number>

folder.
Faolders X || Name -~
= ) My Forms o | B Ac-1234-5-03-7011 pff
= |2) Salicikations fia-123 09-7011_aAmendment 1.pff

uj Ai3-1734-5-09-7005 I“_E)l OriginaI—P.G—1234—5—09—?01 1 Dﬂ:
|2 AG-1234-5-09-7007
) AG-1234-5-09-7011

8 Double-click on the <solicitation number=.pff file or if the solicitation has
an amendment, double-click on the <solicitation number_Amendment
#=>.pff file. The SF 1449 form appears.
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9 From the Form menu, select Attachments. (You can also click on the paper

clip icon to access the Attachments.)

[ AG-1234-5-09-7011_Amendment 1.pff - Formatta Filler 7.0

0l x|
[

3 ;,‘w\ @-\‘j,: & \L
Seve Reset Frink 2Zoom In Zoom Out

info  Home

SOLICITATION' CONTRACT/ORDER FOR COMMERCIAL ITEMS
OFFEROR TO COMPLETE BLOCKS 12,17, 23, 24, & 30

AN There are twa
waysto access
the attachrments:
you can either
select Form|
Attachments or

1. REQUEET KON NUMBER

3. AARERFECT VE

2. CONTRALT NO.
DaTE

5. SOLICTT ATION NUMBER 5
AG1Z234.500.7011 1

4. OFDER NUMBER v
click on the paper

clip icon

@, NSME b. TELEPHONE NUMBER (% colect g
7. FOR SOLICITATION John Doe b '
INFORMATION CALL: ’ 970.123 4567 !
T BSEDEY CODE 10, THE ALQUSTION 1§ 1
l— E UNRESTRICTED OR DSET ASDE:

] smaLL pusmess 3

[[] HuezokE smaLL

L BUSINESS
SEE STANDARD: D e
TT.DELWERT FOR FOB GBS TR 12 TECOUuNT TERWS. [ 1. RATHG
TION UNLESS BLOCK IS Mhita  rise S T —lﬂ
»

10 From the Attachments list, select the .pff file that you are going to replace,

and then click the Delete button. Your old form is deleted from the

package.

e — x|

4 Attachments

Heawy_E quipmenl_EHhibits_Fiev.El-EE-DB.doc;l Add
ContractR equirements, pdf

7.pff

Saveds |
Encrpt |

Sign |
W rgign |

i

Representations-Certifications -FAR 52.212-3. .
pif =

11 From the Attachments list, click the Add button.

USDA Forest Service — Acquisition Management

Ensure the
correct form is
highlighted, and
then click the
Celate button to
remave it from
the solicitation
package.

61



. Submitting a Revised Offer

4 Attachments

ContractR equirements, pdf
Reprezentations-Certifications -FAR 52.212-3.
ABCCompany. pif

Heavy_Equipment_E:-thibits_Flev.S-EE-DB.ch:l
Delete |
Saveds |
Encrpt |
Sign |
W rgign |

LI Cloze |

VIPR

Virtual Incident Procurement

x|

12 From the Solicitations folder, select your updated form, and then click the
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Open button.

Look if: IE} Solicitations j (€ 5

2%

-

@ Ai5-1234-5-09-7005
[h fia-1234-5-09-7007
@ Ai5-1234-5-09-7011
2| BBCCompany.pff

DZT1-875567.pfF

File name: |DZT‘I A7S567.pff

Filez aof type: I

Open I
j Cancel |

2

Your updated form is now attached to the solicitation package.

4 Attachments

x|

Add

Delete |
Saveds |
Encrpt |

Sign |
W rgigrn |

LI Cloze |

Heavy_Equipment_E:-thibits_Flev.S-EE-DB.ch:l
ContractR equirements, pdf
Reprezentations-Certifications -FAR 52.212-3.
ABCCompany. pif

[DZT1-87 ii
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13 Repeat Steps 10-12 for every form that you wish to replace with an updated
form.

14 Click the Close button to close the Attachments list.

15 Click the Save button to save your updated solicitation package to the SF
1449 form.

16 Once the updated information is attached to the SF 1449 form, go to Section
5.3, “Signing and Submitting an Offer,” to sign and submit your offer.

# Business Rule: If the information you have updated applies to other
y solicitations you have responded to, then you must repeat this process for each
solicitation you responded to.

6.2 Submitting a Revised Offer After the Solicitation
Has Closed

¥ Business Rule: After a solicitation is closed, you CANNOT update your
. Information and submit a revised offer for that solicitation UNLESS the CO has
notified you of a problem and allows you to re-submit your response or the CO
has entered into negotiations with you and has requested a revised offer.

In this case, you can update the information and submit a revised offer by
following the procedures described in Section 6.1, “Submitting a Revised Offer
on an Open Solicitation.”
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6.3 Withdrawing an Offer

# Business Rules:
1 You can withdraw your offer on a solicitation anytime before the solicitation
closes.

If you have submitted offers to other solicitations, those solicitation responses
will NOT be affected by the withdrawal request for a specific solicitation.

To withdraw an offer:

Telephone or e-mail the CO that you wish to withdraw your offer. The CO will
ensure your solicitation response is withdrawn from the VIPR system.

NOTE: The “Withdraw Offer” button on the SF 1449 form is intended for future
functionality and is not currently enabled.
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Responding to an Amended Solicitation .

7 Responding to an Amended
Solicitation

The procedures for responding to an amended solicitation vary slightly
depending on whether or not you have submitted a response to the solicitation
before it was amended. Depending on your situation, do one of the following:

IMPORTANT

If you are going to submit an offer for the first time on an
amended solicitation, follow the same procedures described in
Section 5, “Responding to a Solicitation,” but download the amendment

package from FBO.

If you have already submitted an offer on a solicitation and that
solicitation has been amended since you submitted your offer,
VIPR will send you an e-mail notice informing you of the amendment
and providing a link to the amended solicitation package. You will need
to follow the procedures described below.

If you submitted an offer on a solicitation and the solicitation has been
amended, you MUST respond to the amendment for that same
solicitation and re-submit your offer by the solicitation close date and
time or your offer will not be evaluated.

To respond to an amended solicitation:

1

VIPR Vendor Solution User Guide

In the e-mail message you receive from VIPR, double-click on the
amendment solicitation package.

USDA Forest Service — Acquisition Management

65



. Responding to an Amended Solicitation

VIPR

Virtual Incident Procurement

Example of an E-mail Message for an Amended Solicitation

vipr@fs fed us To
11182008 02:55 Ph4 co
beo
Subject

Amendment 1

The salicitation, AG-TS504-5-08-7011. has been amended with

The solicitation, AG-TS504-3-09-7011,

Description:
Add dozer RC

See the attached form for the amended solicitation.

If you have any guestions, please contact:

\

has been amended with Amwendment 1

AG-T504-5-09-7071_Amendment 1. pff

Double-click on this
file to open the
amendment package

<solicitation number=> folder.

Save the amendment package in the appropriate Solicitations |

NOTE: Before working with the amendment package, you may
want to save a copy of the amendment package and rename it
as “Original-<solicitation number_Amendment 1>.pff.”

Business Rule: When responding to an amendment, you can update any of

your company information or information on specific resources, if needed,

before you attach your forms to the amendment package.

Attachments.

i AG-1234-5-09-7011_Amendment 1.pff - Formatta Filler 7.0

Open the amendment package and from the Form menu, select

— B-There are two
waysto access
the attachments:
you can either
select Form |

4. ORDER NUMBER &, SOLICITATION NUMBER

AGA234.5.00.7011 1

3. NE b TELERHGNE NUMEBER (%6 colvet 3
7. FOR SOLICITATION John Doa bt 1
INFORMATION CALL: 970.123 4567 b

T BIUEDBY CODE 10. THIS ACQUSTION 15 1
[ wrestrcrenor [ sev asne: A
] sMaLL BusmiEss
" HUBZDNE SMALL
HAGS: BUSINESS
. SERVICE DS ABLED"
SEE STANDARD: D e L

TI.OELIVERT FORFOB DESTIA 12 DGCOUNT TERMS 5. RATHG

TION UNLESS BLOCK 15 | =

Thas  res rnurpTrr ®a

Attachments or
click on the paper
clip icon

A list of Attachments appears.
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Attachments x]
4 Attachments
Armendment 1. pf - Add

Heawvy Equipment_E =hibits_Rew.9-25-08. doc

Reprezentations-Certifications -FAR 52.212.d Delete |

ContractR equirements, pdf

WendorCaompany. pff S aved, |

DozerTypel. pff e

DozerT ppe. pff Enciypt |
Sign |
W rgigrn |

i

4 From the Attachments list, click the Add button.

Attachments x|
4 Attachments
Amendment 1. pif ;I Add

Heavy_Equiprment_E xhibits_Rev 3-25-08.doc

Fepresentations-Cedifications -FAR 52.212.d Delete |

ContractR equirements. pdf

YendorCompang. pff S aved |

DozerTypel . pff e

DozerT ype. pff Enciypt |
Sian |
nisigh |

H—c—

5 From the Solicitations folder, select your company form, and then click the
Open button.

open 21|
Look in: IE} Salicitations j Q ? o[-

I AG-1234-5-09-7005
I AG-1234-5-09-7007
) AG-1234-5-09-701 1

(I
|4 pzT1-875567.pfF
| DZT1-875567a.pff

File: narne: IABCEompan_l,l.pff Open I
Files of type: I j Cahicel |
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Your company form is now attached to the amendment package.

Attachments x|
4 Btachments
Amendment 1. pif - Add

Heavy_Equiprment_E xhibits_Rev 3-25-08.doc

Fepresentations-Cedifications -FAR 52.212.d Delete |

ContractR equirements. pdf

YendorCompang. pff S aved |

DozerTypel . pff e

DozerT ppel. pif &l
Sian |
nisigh |

LI Cloze |

6 From the Attachments list, select the VendorCompany.pff file, and then
click the Delete button. The blank VendorCompany form is deleted from the

package.
attachments x|
4 Attachments
Amendment 1. pff - Add

Heawy Equipment_Eshibitz_Rev.3-25-03. doc

Representations-Certifications -FAR 52.212.d ,, Ensure the
pdf -

ContractReguirements. correct form is
YendarCampary. pff . .

DozerTypel pif &l highlighted, and
DozerTups2 pif S | then click the
ABCCompany. pif Delete button to

Sign | remaove it fram
Unsian | the package.

E

7 From the Attachments list, click the Add button.

68 VIPR Vendor Solution User Guide
USDA Forest Service — Acquisition Management




VI P R Responding to an Amended Solicitation .

Virtual Incident Procurement

Attachments x|
4 Attachments
Amendment 1. pif - Add

Heavy_Equiprment_E xhibits_Rev 3-25-08.doc

Reprezentationz-Certifications FAR 52.212.d

ContractR equirements. pdf

DozerTypel. pff S aved |

DozerT ype. pff v

ABCCompany. pif Encrypt |
Sian |
nisigh |

LI Cloze |

8 From the Solicitations folder, select your resource form, and then click the
Open button.

open 21|
Look in: IE} Solicitations j @ T e M-

@AG-IZS‘%-S-DQ-?DDS

@AG-IZS‘?-S-D?-?DD?

@HG-IZS‘P-S-DQ-?DI 1

2| BBCCompany.pff

=| DZT1-875567.pfF
1ZT1-3 a.pff

File narne; IDZT'I -H75567 a.pff Open I
Files af type: I j Cancel |

2

Your resource form is now attached to the amendment package.

Attachments x]
4 Attachments
Armendment 1. pf - Add

Heawvy Equipment_E =hibits_Rew.9-25-08. doc

Reprezentations-Certifications -FAR 52.212.d Dielete |

ContractR equirements, pdf

DozerTypel . pff S vl |

DozerType. pff e

ABCCarpany. pff _ Encrppt |

Sign |

W rsign |

LI Cloze |
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9 Repeat Steps 7-8 for every resource data entry form you want to add to
the package.

NOTE: Be sure to attach the Representations-Certifications
document and any other submittals required by the solicitation.

10 From the Attachments list, select the <resource data entry form>.pff
file, and then click the Delete button.

Attachments x|
4 Attachments
Amendment 1. pff - Add

Heavy_Equipment_E xhibits_Fev. 3-25-08. doc

Representations-Certifications -FAR 52.212.d: - Ensure the .
ContractH equirements. pdf =T | correct form is
Mﬁ_ Saveds | highlighted, and

DozerTyped. pff .
ABCCompany. pif o then click the
DZT1-8755675.pif —l Delete button to
Sian | remaowe it from
the package.
[Ursign |
-

The blank form is deleted from the package.

11 Repeat Step 10 to delete all of the blank forms within the amendment

package.
attachments x|
4 Attachments
Armendment 1. pf - Add

Heawvy Equipment_E =hibits_Few.9-25-08. doc

Reprezentationz-Certifications -FAR 52.212.d

ContractR equirements, pdf

ABCCarmpany. pf Saved |

DZT1-875567a. pif R
Encrpt |
Sign |
W rgign |

LI Cloze |

12 Click the Close button to close the Attachments list.
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13 Click the Save button to save the amendment package with your company
and resource data entry forms attached.

14 Once your forms are attached to the amendment package, go to Section 5.3,
“Signing and Submitting an Offer,” to sign and submit your offer.

M Business Rule: When responding to an amended solicitation, you MUST submit
a complete package, which means you MUST ATTACH ALL of the resource forms
that you want to include with your offer and that still apply to the amended
solicitation.
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8 Working with Agreements

Once a CO is done awarding agreements for a solicitation, VIPR notifies Vendors
whether or not they have received the award.

If you are NOT AWARDED an agreement, VIPR will send you an e-mail
informing you that you did not receive an award for a specific solicitation. If you
have questions about the award decision, contact the CO.

If you ARE AWARDED an agreement, VIPR will send you an e-mail informing
you that you have received an award; the e-mail will include the complete
agreement package. (Below is an example of an award e-mail message.)

vipri@fs fed.us
1101972008 12:25 PM

Subject

To

co

Award for Forest Service Solicitation & AG-T510-5-08-7006

vehicles.

Officer for this solicitatic

This message is to inform you that HortonlWhoCompany has been awmarded a contract for
Forest Service Solicitation #: AG-T310-3-09-7006.
award package as soon as possikble and print out a copy for your corporate office and
one copy for each wvehicle in the award. The wehicle copies must be kept in the

nog this award, contact the Contracting

If you have any questions or Cconcerns r
—_— EL\ ~

AwARD_AG-TS10-8-08-701 0. pf

Please carefully review the attached

\ Double-click on

this file to open

the award
package

The agreement package includes the following:

3 SF 1449 (with your eSignature and the CO’s eSignature)

3 SF 30 (if there were any amendments during the solicitation process)

° Schedule of Items

° Table of Contents

. Your completed company information form

. Your completed data entry forms for each resource

All of the contract requirements

Once you receive an award, you can do the following:

. Print the Agreement

. Replace equipment on an agreement

. Withdraw equipment on an agreement

72
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8.1 Printing an Agreement

When you receive notification of award of an agreement, you MUST print
the agreement, and as required by the agreement, when dispatched, bring
to the incident a minimum of two copies of the complete agreement for each
resource. To print the complete agreement, you must print the following:

(1) SF 1449, (2) SF 30 (if there are any), (3) Schedule of Items, (4) Table of
Contents, (5) Contract Requirements and Exhibits, (6) Vendor Company
Information form, and (7) Resource Data Entry form. The agreement
accompanying the resource to the incident may include only the resource
data entry form associated with that specific resource.

For instructions on how to print the agreement and its attachments, refer to
Section 10, “Printing Packages.”

8.2 Replacing Equipment on an Agreement

If you wish to replace equipment on an agreement, you can do so as long as the
equipment is equal or better.

To replace equipment on an agreement, you will need to telephone or e-mail the
CO on the agreement and request a modification to the agreement. The CO will
issue a modification and the modification package will be e-mailed to you. Once
you receive the modification package, you will need to follow the procedures in
Section 9, “Responding to a Modified Agreement.”

M Business Rules: If you replace equipment, it must be with equal or better
v equipment. VIPR will create a new DPL with the new equipment detail, but will
NOT re-sort the order of the Vendors on the DPL.

You cannot change the price or the Dispatch Center for the replacement
equipment.

8.3 Withdrawing Equipment on an Agreement

If you wish to withdraw equipment on an agreement, you will need to telephone
or e-mail the CO on the agreement and request a modification to the agreement.
The CO will issue a modification and the modification package will be e-mailed to
you. Once you receive the modification package, you will need to follow the
procedures in Section 9, “Responding to a Modified Agreement.”
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9 Responding to a
Modified Agreement

After you accept an awarded agreement, if the agreement is modified by the CO,
VIPR will send you an e-mail notice informing you of the modification and
providing a link to the modification package.

IMPORTANT

| You MUST respond to the modification. |

To respond to a modified agreement:

1 In the e-mail message you receive from VIPR, double-click on the
modification package.

Example of an E-mail Message for a Modified Solicitation

vipr@fs.fed.us Ta
1141972008 02:071 Ph cc

Subject |Modification to Forest Serice Contract#: AG-TS10-B-08-7010

Thi=s message is to inform you that HortonWhoCompany has been awvarded a contract for
Forest Service Solicitation #: AG-T310-5-09-7006. Please carefully review the attached
award package as sSooh as possible and print out a copy for your corporate office and
one copy for each wvehicle in the award. The wvehicle copies must be kept in the
vehicles.

If you have any gquestions or conc this award, contact the Contracting

Double-click on

Officer for this solicitariw MODAGTSI0BIT0RE {EE%‘S&%E’;?&
package
2 Save the modification package to the Solicitations | <solicitation
number=> folder.
3 Open the package and from the Form menu, select Attachments.
74 VIPR Vendor Solution User Guide
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Responding to a Modified Agreement

¥ MOD_AG-T510-B-09-7010.pff - Formatta Filler 7.0 =] 4
| File Edic view [Form  Tools  Help i}
- I
Summary Info = = .
) =)
- = s = T
Preyious M SEVE Reset Print Zoom In  Zoom Qut Info Home

There are twio
wiays to access
the attachments:
you can either

NTRACT/ORDER FOR COMMERCIAL ITEMS |1. REQUISTION NUMBER PAGE1 OF 3
COMPLETE BLOCKS 12, 17, 23, 24, & 30 select Form |

EN NgAﬁRgEFFECTNE <. ORDER MUKBER 4. SOLICITATION HUWBER . SD?\'IF‘EC”AT‘DN 155UE Attachments ar

11192008 - 11119 AG-TS10-5.09.7006 11/19:2008 click on the paper

2009 10:22 USMountain clip icon

a. HE b. TELEFHONE NUMBER (b oo 2. OFFER DUE DATES

= 151332005
’ John Doe 970-1234567 01:15 US Mountain
CODE 10, THIS ACOUISTION 15
[ UNRESTRIETED OR: [ ser asioe 4 FOR:
BWERGING ShALL
D SMALL BUSINESS D SlhEss
HUBZOME SMALL
g BUSINESS
- SERVICEDISABLED WET ERAN
R D OWVYHED SRALL BUSINESS D 84
e ‘IZ.DISCUUNT TERMS | 12b. RATING
Mz s eowTRarT = & =
Kl | dW
A list of Attachments appears.
Attachments x|
4 Attachments
Heavy_Equiprment_E xhibits_Fev. 9-25-08.doc - Add

Reprezentationz-Certifications FAR 52.212-3.

Delete |
Saveds |
Encrpt |

Sign |
W rgign |

i

DZT1-875567 a.pff

4 From the Attachments list, double-click on the Modification#.pff file. The
modification form (also known as the SF 30 form) appears.
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& ModificationD1[2].pff - Formatta Filler 7.0 Ol x|

JFiIe Edit View Form Tools Help
< %

Zoom In  Zoom Out Infa Harme

7 2 =

0|.:-en Save ‘ Reset Print

- -

Preyious [dexk

AMENDMENT OF SOLICITATION/MODIFICATION OF CONTRACT | Lo

2. AMENDCRMENT MODIFICATION HO. 3. EFFECTME DATE 4. REQUISITIONPURCHASE REQ. NO.
Modification 01

6. ISSUED BY CODE 7. ADMIMISTERED BY (F otfer tha e §)

2. MSE AMD ADDRESS OF COMTRACTOR (Nb., sheed, county, Stabe, and 2IF Code) [ 94 AMEND -
M

< |

In Box 14 on the form, view the Description of the
Amendment/Modification.

[l
D O, OTHER (Specky type of modication and authorfy)
E. IMPORTANT: Contractor [] is not, is required to sign this document and return 1 copiesto the issuing office
e _

"_.14. DESCRIPTION OF A ENDWENT MO DIFICATION arized Oy UCF sathn headings, fnokiding sicatiortomtact Roct walter whem feashle.

meodify contract requirements

Exc2pt as provided herzin, all terms and conditions of the document referenced in tem 94 or 104, as heretofore changed. remains unchanged and in full force and effect.
154 NAWE AND TITLE OF SIGNER (Tepe or prirt) [ 16 MAWE AND TITLE OF CONTRACTING OFFICER {Time or print)

Close the SF 30 form and based on the type of modification, follow the
appropriate procedures:

For this type of Do this...
modification

CO has modified the |a. From the Attachments list, double-click on the
contract ContractRequirements.pdf file.

requirements b. View the contract requirements, and then close the

document.

c. Go to Step 3 in Section 5.3, “Signing and Submitting an
Offer” to sign and submit your response to the
modification.

CO has modified No action is required, except to sign the response (go to
their CO information |Step 3 in Section 5.3, “Signing and Submitting an Offer” to
sign and submit your response to the modification).

Vendor needs to a. From the Attachments list, double-click on the
modify their Vendor |VendorCompany.pff form or use your existing form.

company information |, \1ake your updates to the form.

¢. From the File menu, select Save As and save the
updated VendorCompany.pff form to your Solicitations

VIPR Vendor Solution User Guide
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For this type of Do this...
modification

folder, and then close the form.

d. From the Attachments list, click the Add button and
select your updated company form.

e. From the Attachments list, select the old
VendorCompany.pff form, and then click the Delete
button.

f. Go to Step 3 in Section 5.3, “Signing and Submitting an
Offer” to sign and submit your response to the

modification.

Vendor needs to NOTE: There is a “withdraw” function on each resource
withdraw a resource |data entry form; however, each form may vary slightly.

a. From the Attachments list, double-click on the
<resource data entry form=>.pff form.

b. In the Agreement Phase Only box (at the top of the
form), select the Withdraw this resource check box.

c. From the drop-down list, select the VIN/Serial Number
that you wish to withdraw. (Some forms will not have this
drop-down list because certain types of resources cannot
be individually withdrawn [e.qg., tents]. You may need to
contact the CO about canceling the agreement.)

d. From the File menu, select Save As and save the
updated <resource data entry form>.pff form to your
Solicitations | solicitation number folder, and then
close the form.

e. From the Attachments list, click the Add button and
select your updated <resource data entry form>.pff.

f. From the Attachments list, select the blank <resource
data entry form>, and then click the Delete button.

g. Go to Step 3 in Section 5.3, “Signing and Submitting an
Offer” to sign and submit your response to the

modification.
Vendor needs to NOTE: Not all resource data entry forms will have the
replace a resource “replace” function.

a. From the Attachments list, double-click on the
<resource data entry form=.pff form.

b. In the Agreement Phase Only box (at the top of the
form), select the Replace this VIN/Serial Number
check box.

¢. From the drop-down list, select the VIN/Serial Number
that you wish to replace. (Some forms will not have this
drop-down list because certain types of resources cannot
be individually replaced [e.g., tents]. You may need to
contact the CO about canceling the agreement.)

d. Complete ALL of the required fields on the form with
the new equipment information.

NOTE: In order to successfully submit a response, you

must select a Dispatch Center (DC) and enter data into the
rate fields for the new resource data entry form since these
fields are required; however, the data you enter into these

VIPR Vendor Solution User Guide 7
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For this type of Do this...

modification

fields will be ignored and will NOT replace the original DC
and pricing information you submitted with your original
offer.

e. From the File menu, select Save As and save the
updated <resource data entry form>.pff form to your
Solicitations | solicitation number folder, and then
close the form.

f. From the Attachments list, click the Add button and
select your updated <resource data entry form=>.pff.

g. From the Attachments list, select the blank <resource
data entry form>, and then click the Delete button.

h. Go to Step 3 in Section 5.3, “Signing and Submitting an
Offer” to sign and submit your response to the
modification.

CO has terminated No action is required.
the agreement

Vendor needs to Go to Step 3 in Section 5.3, “Signing and Submitting an
cancel the Offer” to sign and submit your cancellation.
agreement

Once you have completed the appropriate procedures for the specific type of
modification, go to Step 3 in Section 5.3, “Signing and Submitting an Offer”
to sign and submit your response to the modification.

IMPORTANT

When you receive notification of a modification to an agreement, you
MUST print the modified agreement, and as required by the agreement,
you MUST carry with you to the incident a minimum of two copies of the
complete modified agreement for each resource. To print the complete
agreement, you must print (1) SF 1449, (2) SF 30, (3) Schedule of
Items, (4) Table of Contents, (5) Contract Requirements and Exhibits,
(6) Vendor Company Information form, and (7) Resource Data Entry
form. The agreement accompanying the resource to the incident may
include only the resource data entry form associated with that specific
resource.
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10 Printing Packages

At any point in the process, you can print the forms and other documents within

Printing Packages .

a solicitation, amendment, agreement, or modification package.

NOTE: Since the forms are separate documents, you will need to print one
document at a time. Also, the procedures listed below for printing the forms
within a package are the same regardless of the type of package you are

printing; the only difference will be the file you open in Step 2.

IMPORTANT

When you receive notification of award of an agreement, you MUST print
the agreement, and as required by the agreement, you MUST carry with you
to the incident a minimum of two copies of the complete agreement for each
resource. To print the complete agreement, you must print (1) SF 1449, (2)
SF 30 (if there are any), (3) Schedule of Items, (4) Table of Contents, (5)
Contract Requirements and Exhibits, (6) Vendor Company Information form,
and (7) Resource Data Entry form. The agreement accompanying the
resource to the incident may include only the resource data entry form
associated with that specific resource.

To print the forms in a package:

1 From Windows Explorer, open the Solicitations | <solicitation number>

folder.
Folders X
=l ) My Forms ;I

= I Solicitations
) AG-1234-5-09-7005
) AG-1234-5-09-7007
) Aiz-1234-3-09-7011

loﬁ Criginal-f

S-09-7011,pff
5-1234-5-09-7011.pff

2 Double-click on the <solicitation number=.pff form. The SF 1449 form

opens.
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& AG-1234-5-09-7011.pff - Formatta Filler 7.0

JFiIe Edit Wiews Form Tools Help
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i
- -

J Brevious Mext

Oﬁén

=

Save Reset

®

Zoom In - Zaoom Out

=

Print

g

Info Hame

SOLICITATION/CONTRACT/ORDER FOR COMMERCIAL ITEMS
OFFEROR TO COMPLETE BLOCKS 12, 17, 23. 24. & 30

1. REQUISITION NUMBER

2. CONTRALCT MO,

3. ANARCVEFFECT WE
DATE

4. ORDER NLMBER

5. SOLICT AT I0M HUMBER
AG-1234-509-701

a. NMIE b. TELEPHONE HIMBER (fu
7.FOR SOLICITATION John D cads)
INFORMATION CALL: ’ ohn Loe 970-123 4567
9. ISSUEDBY

1]

CODE

MAICS:

10, THIS ACOUISTION I8
[] UNRESTRICTED O [ ser as

DSM

M

3  From the File menu, select Print.

IS AG-1234-5-09-7011.pff - Formatta Filler 7.0

JFiIe Edit Views Form Tools Help

Open. ..
Close

Chrl+0

Save
Save As...

CEr45

Expork
Send. ..

Print. ..

Prink Preview

1 AG-1234-5-09-7011.pfF
Z DozerTypel.pff

S O T U P -1 4

The Print screen opens.
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GO 2] x|

r~ Printer

Marne: ; AR0PCL G Properties... |
Status: Ready

Type: HF Lazenlet 4350 PCL B
“Where:  prife00g

Commert; [ Frint ta file

 Print range Copies

Lol | Mumber of copies: |1 3:

" Pages frnm:l'l tn:|3 7 Col
W | Loflate
! Selection ﬂ ﬂ

QK. I Cancel |

4 Select your print options, and then click the OK button. The form prints.

5 On the SF 1449 form, from the Form menu, select Attachments. The list of
the attachments associated with the solicitation opens.

e x|

4 Attachments

Heavy_Equipment_E xhibits_Fev. 3-25-08.doc :l Add
Reprezentations-Certifications -FAR 52.212-3.

ContractB equirernents. rtf
ABCCompary. pff

ABCDozerTypel . pff Saveds |

Encrpt |

S |

nisigh |

LI Cloze |

6 Double-click on the attachment you wish to print. The document opens.

7 In the document, from the File menu, select Print.
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§i ABCDozerType L[2]. 4T - Formatta Filler 7.0

The Print screen opens.
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FHOTE: When you
open a file fram the
Chr0 Attachments list, a
numkber may be added
to the form's file name
in the Title bar. This is
a Formatta feature that
¥ vou can disregard.

prit 21|
i~ Printer
Marme: HP Lagzerlet 4350 PCLE Properties. . |
Statuz Ready
Type: HF Lazerlet 4350 PCLE
Wherer  pitfe008
Comment: I™ Print to file
~ Print range Copies
oAl Mumber of copies: |1 3:

" Pages  from: |1 ta: |3

= Selection

ﬂ ¥ Collate
1

ak. I Cahicel |

8 Select your print options, and then click the OK button. The form prints.

9 Close the form. The list of Attachments re-appears.

10 Repeat Steps 6 - 9 for all of the attachments.

11 Once all of the documents are printed, click the Close button on the
Attachments box and close the SF 1449 form.
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11 Accessing the Dispatch Priority
Lists (DPLS)

You can access the Dispatch Priority List (DPL) from the Incident Procurement
Web site at http://www.fs.fed.us/business/incident/vipr.php.
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Appendix A — Comprehensive List of the Business Rules

Appendix B — Key Links and Resources

Appendix C — Vendor’s Procurement Process Checklist

Appendix D — List of Host Dispatch Centers
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12.1 Appendix A — Comprehensive List of Business Rules

# Below is a comprehensive list of all of the business rules highlighted
\ throughout the user guide.

Completing the Vendor Company Information

. You MUST attach a completed Vendor Company Information form to
EVERY offer you submit.

Completing the Resource (Equipment/Crew) Information

. You MUST always attach at least one completed resource data entry
form for each piece of equipment to EVERY offer you submit.

. You MUST attach one completed resource data entry form for every
resource that will be in your solicitation response. For example, if your
response will include two Engine Type 3s, then you will need to attach
two Engine Type 3 forms; you CANNOT attach one form for both
Engines. Another example is the Tent resource, where you must have
one form for each Tent type.

Signing and Submitting an Offer

. You can continue to update your company and resource information and
re-submit an offer (solicitation package) until the solicitation close date.
After the close date, VIPR will not accept a response unless the CO has
notified you of a problem and allows you to re-submit your response or
has entered into negotiations and requested a revised offer.

. VIPR will use the Vendor's last response as the response on record; VIPR
will NOT try to determine the difference between multiple packages for
the same solicitation sent by the same Vendor.

Submitting a Revised Offer on an Open Solicitation

. You can update your company and resource information and re-submit a
revised offer at any time until the solicitation close date.

. VIPR will use the Vendor’s last response as the response on record; VIPR
will NOT try to determine the difference between multiple packages for
the same solicitation sent by the same Vendor.

3 If the information you have updated applies to other solicitations you
have responded to, then you must repeat this process for those
solicitation responses as well.

Submitting a Revised Offer After the Solicitation Has Closed

. After a solicitation is closed, you CANNOT update your information for
that solicitation UNLESS the CO has notified you of a problem and allows
you to re-submit your response or has entered into negotiations and
requested a revised offer.
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Withdrawing an Offer

You can withdraw your offer on a solicitation UNTIL either the CO has
indicated that the CO is done awarding for that solicitation or you are
selected as a Vendor to receive an agreement for the solicitation.

If you have submitted offers to other solicitations, those solicitation
responses will NOT be affected by the withdrawal request for a specific
solicitation.

Responding to an Amendment

When responding to an amendment, you can update any of your
company information or information on specific resources, if needed,
before you attach your forms to the amendment package.

When responding to an amended solicitation, you MUST submit a
complete package, which means you MUST ATTACH ALL of the resource
forms that you want to include with your offer and that still apply to the
amended solicitation.

Replacing Equipment on an Agreement

If you replace equipment, it must be with equal or better equipment.
VIPR will create a new DPL with the new equipment detail, but will NOT
re-sort the order of the Vendors on the DPL.

You cannot change the price or the Dispatch Center for the replacement
equipment.
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12.2 Appendix B — Key Links and Resources

Below is a comprehensive list of all of the links and references other documents
that are referred to in the user guide.

. Incident Procurement Information for all Vendors

Forest Service Incident Procurement VIPR Web site.
Provides incident procurement information and tools to current
and potential Vendors.
http://www.fs.fed.us/business/incident/vipr.php

Data Universal Number System (DUNS). Provides
instructions for registering for a DUNS number, which is required
by the Federal Acquisition Regulations (FAR 52.204-6) and you
must have this before registering in the CCR.
http://fedgov.dnb.com/webform/index.jsp

Central Contractor Registration (CCR). Provides instructions
for registering with CCR.
http://www.ccr.gov/Contractors.aspx

Online Representations and Certifications Application
(ORCA). Provides instructions for registering online with ORCA.
http://orca.bpn.gov

) Information for VIPR Vendors

Frequently Asked Questions. Lists common questions and
answers regarding all aspects of VIPR and the VIPR Vendor
Solution.

http://www.fs.fed.us/business/incident/faq.php

VIPR Vendor Solution Tutorials (Available in mid-January
2009). Provides interactive online tutorials that walk Vendors
step-by-step through the process for responding to solicitations,
acknowledging amendments, receiving awarded agreements,
and responding to any agreement modifications.
http://www.fs.fed.us/business/incident/vendorsupport.php

USDA eAuthentication Level 2 Account. Provides
instructions for how to obtain an eAuth Level 2 account.
http://www.fs.fed.us/business/incident/eauth.php

VIPR Vendor Solution Quick Reference Guide. Provides
high-level instructions for responding to solicitations,
acknowledging amendments, receiving awarded agreements,
and responding to any agreement modifications. (This is a
scaled-down version of this VIPR Vendor Solution User Guide.)
http://www.fs.fed.us/business/incident/vendorsupport.php
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. FedBizOpps (FBO)

- FBO Web site. Provides list of VIPR I-BPA competitive
solicitation opportunities.
http://www.fbo.gov

- FBO Vendor Guide. Provides details about how to use the

features of the FBO Web site.
https://www.fbo.gov/downloads/FBO Vendor Guide.pdf.

. Interagency Incident Systems Helpdesk. Provides assistance to
Vendors using the VIPR Vendor Solution. Contact information is
helpdesk@dms.nwcg.gov or (866) 224-7677, press Option 3 for VIPR /
eAuth. The Helpdesk is open between 12:00 p.m. and 8:00 p.m. Eastern

Time (Monday — Saturday).
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12.3 Appendix C — Vendor’s Procurement Process

Below

Checklist

is a high-level checklist to assist Vendors through the key stages of the procurement process.

Detailed instructions for each task are located in the appropriate sections in the user guide.

[] com

pleted all tasks for Getting Started (Section 2)

O

Register for DUNS number.

Register for CCR.

Obtain e-mail address if you do not currently have one.

Obtain eAuthentication Level 2 account.

Install Formatta Filler® software on PC.

Have access to Internet Explorer® 6.0 or better and enable Java script.

Turn off Pop-up blocker in Internet Explorer® Tool | Options.

Gather company and resource information needed for responding to a solicitation.

o O OoOOoaoanond

O

pleted all tasks for Responding to a Solicitation (Section 5)

Download latest version of solicitation/amendment package from FBO and set up folder structure for managing packages.

Review contract requirements for solicitation.

Complete the Section E-3 contract requirements for the solicitation.

Complete Vendor Company Information form.

Complete resource data entry forms for each resource that you will include with your offer.

Add completed forms to SF 1449 form.

Remove blank forms from SF 1449 form.

Sign and submit offer.

o O OOoonooaoano

om

O

pleted all tasks for Submitting a Revised Offer on an Open Solicitation, when applicable (Section 6)

Check the FBO Web site to ensure you are working with the latest version of the solicitation or amendment package.

Update your Vendor Company Information form, if applicable.

Update your resource data entry forms for each resource that you will include with your offer, if applicable.

Add completed forms to SF 1449 form.

Remove blank forms from SF 1449 form.

Ooooogao

Sign and submit offer.

O

om

pleted all tasks for Responding to an Amended Solicitation, when applicable (Section 7)

Download latest version of solicitation/amendment package from FBO or access the package from the e-mail sent by VIPR.

Review contract requirements for amended solicitation.

Update (if you need to) your company information form.

Update (if you need to) the resource data entry forms for each resource that you will include with your offer.

OoOooOoaoagoe

Add completed forms to SF 1449 form.
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Done Task

[0 |Remove blank forms and/or old forms from SF 1449 form.
[0 |sign and submit offer.

[J completed all tasks for Working with Agreements, when applicable (Section 8)
[0 |Access the package from the e-mail sent by VIPR.
[ |Print all of the documents in the agreement.
[J |Ensure you take two copies of the agreement with you to the incident.

[ completed all tasks for Responding to a Modified Agreement, when applicable (Section 9)
[0 |Access the package from the e-mail sent by VIPR.
[0 |Follow the procedures for the specific type of modification.
[0 |sign and submit response to modification.
[J |Print all of the documents in the agreement.
[1 |Ensure you take two copies of the agreement with you to the incident.
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12.4 Appendix D — List of Host Dispatch Centers

The list of Dispatch Centers to be used for VIPR 1.0.

Appendices .

Region :J;eltltifier Center Name City State
NORTHERN ROCKIES
1 ID-CDC Coeur dAlene Interagency Dispatch Center Coeur d'Alene 1D
1 ID-GVC Grangeville Interagency Dispatch Center Grangeville 1D
1 MT-BDC Billings Dispatch Center Billings MT
1 MT-BRC Bitterroot Dispatch Center Hamilton MT
1 MT-BzZC Bozeman Interagency Dispatch Center Bozeman MT
1 MT-DDC Dillon Dispatch Center Dillon MT
1 MT-GDC Great Falls Dispatch Center Great Falls MT
1 MT-HDC Helena Interagency Dispatch Center Helena MT
1 MT-KDC Kootenai Interagency Dispatch Center Libby MT
1 MT-KIC Kalispell Interagency Dispatch Center Kalispell MT
1 MT-LEC Lewistown Interagency Dispatch Center Lewistown MT
1 MT-MCC Miles City Dispatch Center Miles City MT
1 MT-MDC Missoula Interagency Dispatch Center Missoula MT
1 ND-NDC North Dakota Dispatch Center Bismarck ND
ROCKY MOUNTAIN AREA
2 CO-CRC Craig Interagency Dispatch Center Craig co
2 CO-DRC Durango Interagency Dispatch Center Durango (6{0)
2 CO-FTC Fort Collins Interagency Dispatch Center Fort Collins co
2 CO-GJC Grand Junction Air Center Grand Junction Cco
2 CO-MTC Montrose Interagency Dispatch Center Montrose (6{0)
2 CO-PBC Pueblo Interagency Dispatch Center Pueblo co
2 SD-GPC Great Plains Interagency Dispatch Center Rapid City SD
2 WY-CDC Cody Interagency Dispatch Center Cody wYy
2 WY-CPC Casper Interagency Dispatch Center Casper wy
2 WY-RWC Rawlins Interagency Dispatch Center Rawlins wy
SOUTHWEST
3 NM-SwWC Southwest Coordination Center Albuquerque NM
3 AZ-FDC Flagstaff Interagency Dispatch Center Flagstaff AZ
3 AZ-PDC Prescott Interagency Dispatch Center Prescott AZ
3 AZ-PHC Phoenix Interagency Dispatch Center Phoenix AZ
3 AZ-SDC Show Low Interagency Dispatch Center Show Low AZ
(Formerly Springerville Interagency Dispatch Center (Springerville) (AZ)
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Region :J(?elatifier Center Name City State
3 AZ-TDC Tucson Interagency Dispatch Center Tucson AZ
3 AZ-WDC Williams Interagency Dispatch Center Williams AZ
3 NM-ABC Albuquerque Interagency Dispatch Center Albuquerque NM
3 NM-ADC Alamogordo Interagency Dispatch Center Alamogordo NM
3 NM-SDC Silver City Interagency Dispatch Center Silver City NM
3 NM-SFC Santa Fe Interagency Dispatch Center Santa Fe NM
3 NM-TDC Taos Interagency Dispatch Center Taos NM
EASTERN GREAT BASIN
4 ID-BDC Boise Interagency Logistics Center Boise 1D
4 ID-CIC Central Idaho Interagency Fire Center Salmon 1D
4 ID-EIC Eastern Idaho Interagency Fire Center Idaho Falls 1D
4 ID-PAC Payette National Forest Dispatch MccCall 1D
4 ID-SCC South Central Idaho Dispatch Center Shoshone 1D
4 UT-CDC Color Country Interagency Fire Center Cedar City uT
4 UT-MFC Moab Interagency Fire Center Moab uT
4 UT-NUC Northern Utah Interagency Fire Center Salt Lake City uT
4 UT-RFC Richfield Interagency Fire Center Richfield uT
4 UT-UBC Uintah Basin Interagency Fire Center Vernal uT
4 WY-TDC Teton Interagency Dispatch Center Moose WYy
WESTERN GREAT BASIN
4 NV-CNC Central Nevada Interagency Dispatch Center Winnemucca NV
4 NV-ECC Ely Interagency Communication Center Ely NV
4 NV-EIC Elko Interagency Dispatch Center Elko NV
4 NV-LIC Las Vegas Interagency Communications Center Las Vegas NV
4 NV-SFC Sierra Front Interagency Dispatch Center Minden NV
NORTHERN CALIFORNIA OPERATIONS
5 CA-CICC Camino Interagency ECC Camino CA
5 CA-FICC Fortuna Interagency ECC Fortuna CA
5 CA-GVCC Grass Valley Interagency ECC Grass Valley CA
5 CA-MICC Modoc Interagency ECC Alturas CA
5 CA-MNFC Mendocino National Forest Communication Center Willows CA
5 CA-PNFC Plumas National Forest Communication Center Quincy CA
5 CA-RICC Redding Interagency ECC Redding CA
5 CA-SIFC Susanville Interagency ECC Susanville CA
5 CA-YICC Yreka Interagency ECC Yreka CA
SOUTHERN CALIFORNIA OPERATIONS
5 CA-ANCC Angeles Communications Center Arcadia CA
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Region  Identifier Center Name City State
5 CA-CCCC Central California Communications Center Porterville CA
5 CA-LPCC Los Padres Communications Center Santa Maria CA
5 CA-MVIC Monte Vista Interagency Command Center El Cajon CA
5 CA-OvCC Owens Valley Interagency Communications Center Bishop CA
5 CA-SBCC San Bernardino Interagency Communications Center San Bernardino CA
5 CA-SICC Sierra Interagency Communications Center Fresno CA
5 CA-STCC Stanislaus Communications Center Sonora CA
NORTHWEST
6 OR-BIC Burns Interagency Communications Center Burns OR
6 OR-COC Central Oregon Interagency Dispatch Center Prineville OR
6 OR-EIC Eugene Interagency Communication Center Eugene OR
OR-GPC - Grants Pass Interagency Fire Center
(Combined with OR-MIC) Grants Pass OR
6 OR-JDCC John Day Communications Center John Day OR
6 OR-KFC Klamath Falls Interagency Fire Center Klamath Falls OR
6 OR-LFC Lakeview Interagency Fire Center Lakeview OR
6 OR-MIC Medford Interagency Communication Center Medford OR
6 OR-NOC Northeast Oregon Interagency Fire Center LaGrande OR
OR-PIC - Pendleton Interagency Communication
Center
(Combined with OR-NOC) Pendleton OR
OR-SFC Siuslaw National Forest Dispatch Corvallis OR
OR-UPC Umpqua National Forest Dispatch Roseburg OR
OR-VAC Vale District Dispatch Vale OR
Columbia Cascade Communication Center Sandy OR
(formerly Mt. Hood NF Dispatch OR-MHC) Sandy OR
WA-CCC (formerly Gifford Pinchot NF Dispatch WA-GFC) Vancouver WA
6 WA-CWC Central WA Interagency Communication Center East Wenatchee WA
Northeast Washington Interagency Communication
6 Center
WA-NEC (formerly Colville National Forest Dispatch WA-CFC) Colville WA
6 WA-PSC Puget Sound Interagency Coordination Center Everett WA
SOUTHERN AREA
8 AL-AIC Alabama Interagency Coordination Center Montgomery AL
8 AR-AOC Arkansas-Oklahoma Interagency Coordination Center | Hot Springs AR
8 FL-FIC Florida Interagency Coordination Center Tallahassee FL
8 GA-GIC Georgia Interagency Coordination Center Gainesville GA
8 KY-KIC Kentucky Interagency Coordination Center Winchester KY
8 LA-LIC Louisiana Interagency Coordination Center Pineville LA
8 MS-MIC Mississippi Interagency Coordination Center Jackson MS
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Region tjt?elatifier Center Name City State

8 NC-NCC North Carolina Interagency Coordination Center Asheville NC

8 SC-SCC South Carolina Interagency Coordination Center New Ellenton SC

8 TN-TNC Tennessee Interagency Coordination Center Cleveland TN

8 TX-TIC Texas Interagency Coordination Center Lufkin X

8 VA-RCC Roanoke Coordination Center Roanoke VA

8 VA-VIC Virginia Interagency Coordination Center Charlottesville VA

EASTERN AREA

9 IL-ILC lllinois Interagency Dispatch Center Murphysboro IL

9 IN-11C Indiana Interagency Coordination Center Tell City IN

9 ME-NEC Northeastern Interagency Coordination Center Augusta ME

9 MI-HMFC Huron-Manistee Dispatch Center Cadillac MI

9 MI-UPC Upper Peninsula Interagency Dispatch Center Escanaba Mi

9 MN-MFC Minnesota Interagency Fire Center Grand Rapids MN

9 MO-MOC Missouri lowa Interagency Coordination Center Rolla MO

9 OH-OIC Ohio Interagency Dispatch Center Nelsonville OH

9 PA-ALFC Allegheny Dispatch Center Warren PA

9 WI-WIC Wisconsin Interagency Coordination Center Woodruff W

9 WV-MOFC Monongahela Dispatch Center Elkins WV
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Agreement Package

Amendment
Award
Cco

Contract Requirements

DPL

FBO

Formatta

1-BPA

Interagency Incident
Systems Helpdesk

Modification

PFF
Resource Category

Solicitation Package

Synopsis

Vendor

VIPR

VIPR Vendor Solution

VIPR Vendor Solution User Guide

The documents that make up a complete awarded agreement including the SF-
1449, the contract requirements, the schedule of items, the vendor company form,
and all applicable resource data entry forms.

Changes to a published solicitation.
Offer accepted by CO.
Contracting Officer.

The paragraphs included in the contract. Contract requirements include clauses,
provisions, and the specifications included in Sections B, C, D, and E.

Dispatch Priority List. The DPL is the list of Vendors that dispatchers will use to fill
orders for equipment on an incident.

FedBizOpps.
Forms tool used for the VIPR Vendor Solution.

Incident Blanket Purchase Agreement. The document resulting from the award of
a pre-season agreement, using the SF-1449.

Helpdesk supporting VIPR.

A change to an awarded agreement; multiple modifications can be associated with
an award.

Formatta forms file type.
A class of equipment. Example: Dozer, Engine, GIS Unit.

The documents that are processed during the solicitation stage including the SF-
1449 top sheet, the contract requirements, and the Vendor’s response including
the company information and resource forms.

The notice published to FedBizOpps, notifying vendors that a solicitation will be
issued with a summary of the requirements.

Third-party company offering equipment and services to the Forest Service. Also
known as Contractor.

Virtual Incident Procurement; a Web-based incident procurement system that will
replace and expand the Equipment and Training Inventory (EaTIS) prototype. COs
will use VIPR to create and manage solicitations and agreements through the
entire procurement process.

A forms-based tool that Vendors use to respond to solicitations, acknowledge
amendments, receive awarded agreements, and respond to any agreement
modifications.
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