 SNOW REMOVAL SERVICES   
And

 LANDSCAPING SERVICES 
Frequently Asked Questions (FAQ’s)

This document contains answers to the most frequently asked questions at the Western Services CMC regarding the purchase of snow removal and landscaping services at the USPS:

1.
How do I know if my facility is authorized to purchase snow removal or landscaping services from an outside contractor?  

2.
When do I use a credit card or PS form 8230 for procuring snow removal or landscaping services?  

3.
When do I use a CMC contract for procuring snow removal or landscaping services?  

4.
Does the Postal Service use local agreements to buy snow removal or landscaping services?  

5. How do I determine the annual cost for snow removal or landscaping services at my facility?

6. What are the step-by-step instructions for creating an eBuy requisition for a new CMC contract?

7. Can landscaping and snow removal services be part of a cleaning services CMC contract?

8. Are there “optimal” months for snow removal and landscaping CMC contracts to expire?

9. What steps do I take to extend my existing landscaping or snow removal CMC contract?

10. What steps do I take if no more renewal options are available on my CMC contract?

11. Can I set up automatic biweekly payments for a snow removal or landscaping contract? 

12. Is electronic funds transfer (EFT) available for paying snow removal or landscaping invoices?

13. How do I certify and pay supplier invoices from a CMC contract?

14. What options do I have if I am not happy with my contractor?

15. How does a supplier, Contracting Officer’s Representative (COR) or postmaster check status of an invoice payment?

16. Who do I contact if I have questions about purchasing snow removal or landscaping services?

 SNOW REMOVAL SERVICES   
And

 LANDSCAPING SERVICES 
Frequently Asked Questions (FAQ’s)

1.
How do I know if my facility is authorized to purchase outsourced snow removal or landscaping services?  

Not all USPS facilities qualify for hiring external landscaping or snow removal contractors.  To determine if your facility qualifies, refer to the formula and guidelines found in the Collective Bargaining Agreement (CBA) under Memorandum of Understanding regarding lawn and ground maintenance (refer to MOU dated June 28, 1993, and accompanying letter), and in the ASM 535.23, which states that contract service may be authorized when it is economically advantageous.  Your Field Maintenance Support Staff must be consulted prior to requesting new outsourced services to insure that such requirements are appropriate for outsourcing – and not for utilizing USPS personnel.

2.
When do I use a credit card or PS Form 8230 for procuring snow removal or landscaping services?  

Use a credit card or pay via PS form 8230 when the office estimates that a particular service provided by a supplier will be LESS than $2,500 per year.
3.
When do I use a CMC contract for procuring snow removal or landscaping services?  

Use a CMC contract when the total cost for landscaping or snow removal services is over $2,500 per year with a landscaping or snow removal business.  Landscaping and snow removal services are covered by the Service Contract Act.  If the requirement exceeds $2,500 per year or if an office estimates that a particular service provided by a supplier will exceed $2,500 per year, the CMC must incorporate Department of Labor (DOL) Area Wage Determination requirements into these transactions (refer to ASM 722.31).
4.  Does the USPS use local agreements to buy snow removal or landscaping services?  

· No.  The Postal Service does not currently use local agreements (such as PS form 7355) for snow removal or landscaping services.

5. 
How do I determine the annual cost for snow removal or landscaping services at my facility?

If your location is authorized to outsource landscaping or snow removal services, the first thing you need to determine is the approximate annual value of those services.  Then, create an eBuy requisition for the estimated value, and route the requisition accordingly.  

To help you determine an estimated eBuy amount, use one of the following methods:

1. Use historical invoice data (one or two year’s worth) for landscaping or snow removal services that you acquired from an outside contractor using a credit card or PS Form 8230.  You can also check your spend data in EDW (to request access to EDW, use eAccess). 

- or -

2. Complete a Statement of Work (SOW) and submit it to two or three local landscaping or snow removal service companies for a price quote.  Blank SOW’s are located in eBuy (under “SOW Planning Guides”) after logging into the eBuy system.

 Important Notes:

· eBuy is the only approved method for authorizing funds for these services.

· The primary contact for CMC contracts is usually the Postmaster or another designated EAS employee.  

CREDIT CARD: If the annual value falls under $2,500 per year, you can procure landscaping or snow removal using a credit card.  Be sure to create an eBuy requisition and route it to “Credit Card” in the eBuy header.

PS FORM 8230:  If the annual value falls under $2,500 per year, you can also procure the services using PS Form 8230.  If you choose to use this payment method, the supplier should invoice you on a monthly basis.  Create an eBuy requisition and select “Process with a PS-8230 (Scan/Image Center”) in the eBuy header.  Certify the invoices and submit them along with PS Form 8230 to the USPS Scanning and Imaging Center, P. O. Box 9000, Sioux Falls, SD  57117-9000.  

CMC CONTRACT:  If the annual value is over $2,500/year, see next question for instructions. 

6.
What are the step-by-step instructions for creating an eBuy requisition for a new CMC contract?  

STEP ONE – Fill out the Statement of Work (SOW)

Complete the online version of the Statement of Work (SOW), which you can find in eBuy under “SOW Planning Guides” and then save it to your hard drive.  You will attach it to your Ebuy requisition (see next step).

STEP TWO – Create the eBuy requisition, attach the SOW, and route to Supply Mgt

1. In eBuy click Create a New Off Catalog eBuy Requisition.  Record the new eBuy requisition number immediately for future reference.  

2. In the Header, click Route Req to Supply Mgt for ‘Purchasing Method’.  Then for “After Approval, Route Requisition”, click Western Services CMC Chicago/San Francisco. 

3. Click Expense for ‘Payment Type’.  Enter the required delivery date along with any special delivery instructions.  Then click “Save Header Information.”  

4. Click Justification/Attachment.  Type “This is for a new CMC contract for landscaping (or snow removal) services” in the ‘Comments’ section.  Click Save.

5. Click Attach Files.  Attach the required SOW to your eBuy requisition (this form should be completely filled out and saved to your C: drive so that you can electronically attach it to the requisition when you click Browse.)  Once the file is selected, click Attach File. Click Close Justification/Comments Summary.  
6. Click Add Item.  Search for and select the supplier or create a new supplier.  Click OK.  

7. In the “Add Off Catalog Item” section, type the requisition item number (1, 2, 3, etc.).  

8. Type “2” in the quantity field and select “YR” in the UOM field.  CMC contracts are usually funded for two years.  
9. Enter the annual price and GL account code “52313”.

10. Click Search at the ‘Commodity’ field.  

11. In the ‘Search for Commodity’ field:  For landscaping, type “lawn.”  Once “lawn care services” appears, select it, and click OK.  For snow plowing / removal, type “snow removal.”  Once “snow removal services” appears, select it, and click OK.

12. In the ‘Description’ field, type “New landscaping (or snow removal) services contract.”  

13. Click Add Item.

14. Click Return to Requisition Summary.  

15. Click Approver List if additional (ad hoc) approvers are required.

16. Click Submit Requisition button to route the eBuy requisition for approval.     

17. Once the eBuy requisition completes the approval cycle, it will automatically route to the Western Services CMC.  

Once the eBuy requisition is received by the CMC, the assigned purchasing specialist will determine the next course of action.  If the value of the eBuy is under $10,000, an award can be made directly to a supplier (usually a supplier’s price quote, along with the Statement of Work, is attached to the eBuy in such cases).  If the value of the eBuy is over $10,000, the purchasing specialist initiates a solicitation.  Until a CMC contract is awarded, the Postmaster may use a temporary contractor, and pay invoices locally using PS Form 8230 (Scanning and Imaging), or pay with a credit card (up to $2,500 per year).
Note 1:  The Western Services CMC automatically includes two (2) two-year renewal options in every landscaping and snow removal contract award, making the total potential duration of these service contracts six years.  Options may be exercised upon request of the COR (via an eBuy requisition submitted 60 days prior to expiration) and at the discretion of the WSCMC purchasing specialist.  

Note 2:  For Alaska and Puerto Rico, snow removal and landscaping contracts are managed by the customer’s respective district purchasing specialist, not by the CMC.  For Hawaii, such contracts are managed by the Western Services CMC in San Francisco.

7.
Can landscaping and snow removal services be part of a cleaning services CMC contract?

No.  Landscaping and snow removal services cannot be combined with cleaning services in one contract award.  These services must be awarded on separate contracts.  Cleaning services is classified under account code 52311, which is different than the account code for landscaping or snow removal services (52313).  Cleaning services also falls under a different Department of Labor job classification (e.g., 11150) than landscaping and snow removal services.  As a result, we manage these services under separate contracts.  
8.
Are there “optimal” expiration months for SNOW REMOVAL and LANDSCAPING contracts?

Yes, there are optimal months for snow removal and landscaping contracts to expire.  The Western Services CMC has implemented a strategy to calibrate these contracts so that they expire in optimal months.  For instance, in many locations, snow fall begins in November and ends in April.  As such, the expiration month of existing snow removal contracts is revised so that such contracts expire in June, July, August, September or October (if they do not already expire in one of these months).  This type of “calibration” significantly reduces (and could potentially eliminate) contracts from expiring during snow season or even from becoming unauthorized contractual commitments.  Also, when snow removal contracts are renewed in line with these optimal months, there is a better selection of suppliers who are still available and who can provide more competitive pricing than later in the season.  Here is the list of optimal expiration months for snow removal and landscaping contracts:

Service




Optimal Expiration Month
Snow Removal
June, July, August, September, or October

Landscaping (seasonal)
November, April, May, or June

Landscaping (year-round)
December, January, February, or March

The respective CMC purchasing specialist is responsible for determining the optimal expiration month for service contracts. 

9.
What steps do I take to EXTEND my existing landscaping or snow removal CMC contract? 

Review your existing CMC contract and determine if renewal options remain and if there are changes to the Statement of Work.  If NO options remain, follow the steps above in question 6 for creating a new CMC contract.  If options STILL remain, create an eBuy requisition following the steps below.  Base the amount of funding on historical costs plus a reasonable increase of 5%-10% to cover DOL wage rate and fuel increases over the next 2-year period.  

Please note:

· Landscaping and snow removal service contracts are NOT automatically renewed.  You must create an eBuy requisition 60 days before the contract expires by following the instructions below.

· The Contracting Officer’s Representative (COR) for CMC contracts is usually the Postmaster or another designated EAS employee.  If the COR changed since the previous contract term, state the NEW COR’s name, phone number, full address and email in the text of the eBuy requisition.

1. In eBuy click Create a New Off Catalog eBuy Requisition.  Record the new eBuy requisition number immediately for future reference.  

2. In the Header, click Route Req to Supply Mgt for ‘Purchasing Method’.  Then for “After Approval, Route Requisition”, click Western Services CMC Chicago/San Francisco. 

3. Click Expense for ‘Payment Type’.  Enter the required delivery date along with any special delivery instructions.  Then click “Save Header Information.”  

4. Click Justification/Attachment.  If the COR has changed since the previous contract period, include the new COR’s name, title, address, phone number and email in the ‘Comments’ section.  Then, click Save.

5. Click Add Item.  Search for and select the supplier or create a new supplier.  Click OK.  

6. In the “Add Off Catalog Item” section, type the requisition line item number (1, 2, 3, etc.).  

7. Type “2” in the quantity field and select “YR” in the UOM field.  CMC contracts are usually funded for two years.  
8. Enter the annual price and GL account code “52313”.

9. Click Search at the ‘Commodity’ field.  

10. In the ‘Search for Commodity’ field:  For landscaping, type “lawn.”  Once “lawn care services” appears, select it, and click OK.  For snow plowing / removal, type “snow removal.”  Once “snow removal services” appears, select it, and click OK.

11. In the ‘Description’ field, type “Exercise next option for landscaping (or snow removal) contract # _______.”  

12. Click Return to Requisition Summary.  

13. Click Approver List if additional (ad hoc) approvers are required.

14. Click Submit Requisition button to route the eBuy requisition for approval.     

15. Once the eBuy requisition completes the approval cycle, it will automatically route to the Western Services CMC.  

Note:  If an incumbent supplier requests a price increase that is determined to be unreasonable at the time of renewal, the Purchasing Specialist may decide to negotiate the price or re-solicit the work, whichever is in the best interest of the USPS.    

10.
What steps do I take if no more renewal options are available on my CMC contract?  

Follow the steps above in question 6 for creating a new CMC contract.
11.
Can I set up automatic biweekly payments for snow removal or landscaping service contracts?  

No.  The USPS does not set up automatic payments for landscaping or snow removal service contracts.  The Contracting Officer’s Representative (COR) has to certify the invoice so that it is correct and proper for payment.  Standard invoice payment terms are Net 30, which means that payment is expected to be received 30 days after the services are delivered or the invoice is received from the supplier.  Invoices that are paid late are subject to automatic Interest Payment Penalties (IPP).  For setting up Electronic Funds Transfers (EFT) for supplier invoice payments, see next question.

12.
Is electronic funds transfer (EFT) available for paying snow removal or landscaping invoices?

Yes.  To obtain a copy of the electronic funds transfer (EFT) form, go to the USPS Blue Page.  Under the ‘Essential Links’ column on the left-hand side of the screen, click forms.  Search for PS Form 3881-X.  Print the form and give it to the contractor.  The contractor must take the form to their bank for authorization and then mail it to the USPS address shown on the form.  

13.
How do I certify and pay supplier invoices from a CMC contract?

Invoice certification instructions are located on page 22 of USPS Postal Bulletin 21991 (2-11-99).  Mail the original certified invoices to HQ PAYABLES UNIT, ACCOUNTING SERVICES, 2700 CAMPUS DRIVE, SAN MATEO CA 94497-9421.  Keep a photocopy of certified invoices for your files.  

14.
What options do I have if I am not happy with my current contractor?

If you are not happy with your current contractor, the best course of action is to work directly with the contractor to correct the problem.  Here are discussion steps to follow: 

· Appoint a time to discuss all deficiencies with the contractor.  

· Be clear and specific about what needs improvement.  

· Document the date of the meeting, who attended, the deficiencies discussed, and the expected outcomes.  

If your snow removal or landscaping services are managed under a CMC contract and deficiencies persist, email the landscaping or snow removal purchasing specialist who manages contracts in your respective area (refer to question 17 below for contact person).
Attach all documentation regarding the service performance issues to your email.  You must include your name, phone number, location and CMC contract number in your email, so that a Supply Management purchasing specialist can respond to your concerns promptly. 

Based on the documentation provided regarding the deficiencies, the Contracting Officer may decide to send the contractor an official ten-day notice to “cure” the problem or face termination.  Only the Contracting Officer can issue a notice of termination (whether for cause or on notice) for any snow removal or landscaping service contracts managed by the CMC.  Once the contractor is terminated, the COR or Postmaster may select another cleaner to clean the facility on an interim basis until a new contract is awarded. 
15.
How does a supplier, postmaster or Contracting Officer’s Representative (COR) check status of invoice payments?
The landscaping or snow removal contractor, the COR or the Postmaster can check payment status by contacting the Accounting Help Desk at toll-free 866-974-2733. When prompted, enter the contractor’s Federal Tax Identification Number (TIN) or Social Security Number (SSN), whichever applies.   
If you have a CMC contract, you can also track payments online via the Financial Data Mart (a.k.a. RMS or EDW).  You can request access to this online program through eAccess.  Financial Data Mart allows you to export contract spend data to an Excel file, save the data to your computer, and even print a copy for your records.

16.
Who do I contact if I have questions re: SNOW REMOVAL or LANDSCAPING?

SNOW REMOVAL:

Capital Metro & Eastern
Deb Jedynak - (312) 424-2461

Great Lakes & Southwest
Jonathan Wing - (415) 536-6550

New York Metro
Diane Kerrill - (312) 424-2456

Northeast
Bruce Lee - (312) 424-2465

Pacific & Southeast
Grace David - (415) 536-6503

Western
Angela Oppenheimer - (415) 536-6557

LANDSCAPING:

Capital Metro, Eastern & NY Metro
Grace David - (415) 536-6503

Northeast, Pacific & Southeast
Grace David - (415) 536-6503

Great Lakes & Southwest
Jonathan Wing - (415) 536-6550

Western
Angela Oppenheimer - (415) 536-6557
Hawaii District
Grace David - (415) 536-6503



















































































































































































































































































































































































































1

