UNITED STATES DEPARTMENT OF AGRICULTURE

Farm Service Agency Notice AS-2211

Washington, DC 20250

For: FFAS Offices

Mandatory Change From FedEx to United Parcel Service (UPS)

Approved by: Deputy Administrator, Management

Pl

1 Overview

A Background

USDA will participate as an authorized user of the second generation GSA Blanket Purchase
Agreement (BPA) for express and ground Domestic Delivery Services (DDS2) in the
continental U.S., Alaska, Hawaii, and Puerto Rico.

DDS2 is OMB’s initiative for strategic procurement to facilitate cost savings for Federal
Agencies by using a single vendor. DDS2 offers rates that are significantly discounted over
GSA'’s Multiple Award Schedules; therefore, there will be considerable savings by taking
advantage of DDS2’s alternative delivery options.

DDS2 was awarded to UPS. UPS covers 99.5 percent of U.S. addresses, accepts
Government Purchase Cards, and has the capacity to create accounts for electronic billing.

B Purpose
This notice:
e informs FFAS, including State and County Offices, of the mandatory change from using
FedEx to UPS
e provides instructions for creating new accounts
e provides 3 billing options
e provides action if offices already have a UPS account
e informs employees that there will be a conference call to answer any questions
e provides contact information.
Disposal Date Distribution
July 1, 2011 All FAS, FSA, and RMA Offices; State Offices;
State Offices relay to County Offices
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Notice AS-2211

2 Using UPS for Shipping

A

3-11-11

Immediate Action

All offices are required to stop using FedEx and begin using UPS immediately according to
BPA # GS-33F-BQV08.

Creating UPS Accounts If No Account Exists

If the office does not already have a UPS account, complete the online registration for a new
account according to the following table.

Note: If the office already has a UPS account, go to subparagraph D.

Step

Action

1

Go to www.completeview.ups.com/GSA/apps/OpenAUPSAccount.aspx.

2 |If the Open Account Page is not displayed, CLICK “Open A UPS Account”.
Select Open a UPS Account |
Delivering for GSA
FDDS2 participant!
Shipping with UP'S is convenient and economical, and its easy for you and your team 1o gat starad i Start shipping
el you walh @ PIN (Presonal ldentficatmn Number], you san gpen an accoun \

or eting the onfine form, you will receive an email with your accourt nurmber and \

1hi e effectme. IF you have nol yel recened your PIN, conlacl your agency’s

iri Iy

o Live, you can urder free ship nling, Your erder wall be shipped

UPS Grows 4 uslly b daliverad within ans 25 days
3 |Inthe Pin # block ENTER:

“500026” for FSA
“500027” for RMA
“500028” for FAS.

Delivering for GSA

o uwg
apen aUPS Aecoum | Shippig | Tracking | Sendce Gulde | Ristes, Transh Thmes & Dilling | Sustainalding

Open A UPS Account Open Account Application

et
Clrecklist Application
Enter your pin # and work email sddress and select Mext 1o continue.

Your partner in T Al s requined. *

sustainability
mae] 2 e
Pin \ Cmail i [ = Then select Next

| You will be putting your PIN number and complete .gov e-mail address in these boxes |
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Notice AS-2211
2 Using UPS for Shipping (Continued)

B Creating UPS Accounts If No Account Exists (Continued)

Step Action
4 | Complete the online application.

Notes: For “Company Name”, users must be very detailed because every State
will have an account. If user is a:

o National Office, ENTER “USDA FSA (Division Name)”
e State Office, ENTER “USDA FSA (State Name)”
e County Office, ENTER “USDA FSA (State and County Name)”

For the automated daily pickup service, there is a $9 per week service
charge.

The on-demand service is free; therefore, National Offices shall use the
on-demand service.

Delivering for G!

o | artact B
Ot AU Accound | Shigpieed | Tracking | Servce Gusbe | Rabes, Tl T & il | Sustanasty

Opn A UPS Accomnt Open Account Application

Erter yout pin # and werk emal sdras and select Nel bo continue >

This is where your &
digit PIN numbers will
appear.

Your partner in A falds equred *

sustainability

.
Pin w1111

Piease complste the Sm belo and selecl Submil

* i alos regaed feld

| Continue completing the form. Please make sure every box Is filled. |

Stroet Type: Sweot Slul!il: Flost Hismber:
| .
s Addiional afaz
If the billing
address Is Clry: + Seata: * e
different then [ =y |
the pick-up i In
address then Additional
select this Agency
option and an —_—pf Yus Tl Information
additional box please put
will pop up for : AAAAAXAL
the billing ittt DO NOT PUT
address HypkisAEE - ANY CREDIT
information | eed the UPS M::‘,:::,t,t:’,lcc:":n“'m“: c:r : s CARD INFO
The BILLING a0 AUES dpm O THI3
WEE SITE
INFORMATION
IS CRITICAL IF |_1Iu|m:-c||I ?Ilslllll-llf::l:bs Made Dally: t_:«:m..:, Inlln..u;_: Shippiing Costs: .?f.luu.nl sll_.ll.pn:? Cogts
THE STATE OR O — —_—
REGION
OFFICE
WANTS TO BE
EILLED MAKE
SURE THAT
INFORMATION
1S COMPLETED
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Notice AS-2211

2 Using UPS for Shipping (Continued)

C Billing Options

3-11-11

There are 3 Consolidated Payment Plan (CPP) billing options, as follows.

Option 1: CPP with 1 point of contact (POC) for payment. CPP will be created for
multiple locations with a consolidated invoice being sent to 1 POC for Government
Purchase Card payment for multiple accounts. POC will receive 1 weekly invoice with
PDF and CSV files for each account number that lists all shipments individually. CPP
will be automatically charged each week for all transaction for the previous week.

Option 2: CPP with payments processed by each County Office. CPP will be created
for multiple locations with a consolidated invoice being sent to 1 POC for informational
purposes only. Each location will receive their respective invoice for Government
Purchase Card payment through the UPS online billing center.

Option 3: CPP with no weekly billing detail being sent to the State POC. Each
location will receive their respective invoice for Government Purchase Card payment
through the UPS online billing center.

Note: Rates may be found on the UPS web site, Open Account Application Page.
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Notice AS-2211

Using UPS for Shipping (Continued)

D Existing UPS Account

If the office has an existing UPS account, complete the following and e-mail to
kim.deal@wdc.usda.gov.

Information Needed to Set Up Consolidated Payment Plan (CPP)

State:

Name:

Point of Contact (POC):
POC Telephone Number:
POC E-Mail Address:

Address (street number, street name, street type, city, State, and ZIF Code):

Method of Delivery (choose 1):  Paper Copy by USPS _ Electronic Copy by E-Mail to POC

Method of Delivery: Should site receive a paper copy for their records (choose 1)?: __ Yes No

CPP is created for 1 POC to receive weekly invoices for multiple locations.

Sites may also receive a courtesy copy for their records showing a message that states, "DO NOT PAY
Submitted to CPP for payment".

According to subparagraph 2 C,
According to subparagraph 2 C, indicate Billion Option: ____ 1 2 3

E Conference Call

3-11-11

If employees have questions, a conference call is scheduled with UPS on Monday, March 14
at 1 p.m. e.t. Call 1-866-692-5721 and enter password, “77685765”. There are limited lines
available; therefore, participants should be at 1 location in State Offices when possible.

Contact Information

If additional information is needed, contact Kim Deal, FSA Mail Manager, by either of the
following:

e-mail to kim.deal@wdc.usda.gov
telephone at 202-720-2341.

Page 5



