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PROCUREMENT POLICY & PROCEDURE DIRECTIVE

1.

SUBJECT: Mandatory PASS Buyer and ASN Vendor Registration

ORIGINATING OFFICE: Office of the Chief Procurement Officer

PURPOSE: The purpose of this Policy and Procedure Directive is to establish
procedures for entering and updating vendor information into the
Procurement Automated Support System (PASS) and ARIBA
Supplier Network (ASN) vendor registration.

AUTHORITY: This policy is being promulgated pursuant to section 204(b)(3)
of the Procurement Practices Reform Act of 2010, D.C. Law 18-371, D.C.
Official Code § 2-352.04(b)(3), effective April 8, 2011.

~ APPLICABILITY: This Directive shall apply to all staff and agencies

subject to the authority of the Chief Procurement Officer (CPO).

POLICY AND PROCEDURE STATEMENT:

- 4.1

Policy Statement

4,1.1 OCP utilizes PASS,; which is supported by ASN. ASN supports the
compulsory e-sourcing and ec-invoicing modules in PASS.
Therefore, all vendors registered in the PASS Buyer module as a
“business” must also complete a one-time registration process with
ASN to expedite purchase order processing time.

4.1.2 In accordance with the separation of duties policy issued by the
Office of the Chief Financial Officer (OCFO) as it pertains to the
security for the System of Accounting and Reporting (SOAR), OCP’s
procurement staff shall not enter or update vendor information in
PASS, unless it specifically pertains to a contract award. OCFO
personnel shall enter vendor data for payment purposes.
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4.2 Procedures

4.2.1

42,2

4.2.3

4.2.4

Contracting staff should advise vendors of the following procedures
involving registration:

4.2.1.1 Vendors seeking to compete for contracting opportunities must
register with eSourcing in order to participate in solicitation
events,

42.1.2 Vendors must self-register through OCP’s website at
http://ocp.de.gov. District employees shall not register vendors
within the eSourcing system.

4.2.1.3 Vendors shall not use District employees’ email addresses,
telephone numbers or government equipment to register in
eSourcing.

4.2.1.4 A District employee shall not be listed nor act as the person of
contact for the vendor.

4.2.1.5 Contracting staff shall redirect vendors to contact OCP’s
Customer Contact Center at 202-724-4477, if they have
eSourcing registration and general solicitation questions.

4,2.1.6 All questions pertaining to the content of a solicitation shall be
routed to the message board within the solicitation. If the
solicitation has a deadline for content questions, the Contract
Specialist shall include the deadline date in the solicitation itself.

4.2.1.7 A vendor shall not be awarded a contract in PASS until the
vendor is verified to be in comphance with its obligations to the
IRS, OTR and DOES, as required by federal, state and local laws.

If the vendor is awarded a contract, the Contract Specialist shall send the
vendor a Master Collection Form (MCF) (Attachment A) to complete.

The vendor, and not the Contract Specialist, shall register its company with
ASN by logging onto http://supplier.ariba.com, and registering as a new
supplier.

After completing ASN’s online new supplier registration, the vendor will
be assigned an identification number. This ID number shall be included on
the completed Master Collection Form and submitted to the Contract
Specialist. District employees shall not complete or create ASN accounts
on behalf of the vendor.
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4.2.4.1

4.2.4.2

QCP is not responsible for payment of applicable ASN vendor
fees. ASN fees will be invoiced directly to the vendor. Certified
Business Enterprises (CBEs), government agencies, and
approved nonprofit organizations are exempt from paying ASN
fees.’

Contracting staff shall redirect vendors to contact the¢ OCP
Customer Contact Center at 202-724-4477 with ASN registration
questions.

4.2.5 Upon receipt of the MCF, the contract specialist shall register the vendor in
PASS Buyer. The Contract Specialist shall ensure that all required fields
are completed in the SOAR Supplier Maintenance Form.

5 "APPENDIX: Master Collection Form. See Attachment A

6 AMENDS OR SUPERCEDES: First issuance.

7  EXPIRATION DATE: This Directive shall remain in effect until rescinded.

8 EFFECTIVE DATE: This Directive shall become effective on the date of issuance.
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Vendor Name

Tax ID Number
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Telephone
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T=Partnership
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U=Non-Profit
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