STATE Point of Contact (PC) Responsibilities 


for Common Computing Environment (CCE) DEPLOYMENT








This information has been prepared for the State Points of Contact (PCs).  Information is in a Question & Answer format to provide answers to the most frequently asked questions.  
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STATE Point of Contact (PC) DESIGNATION and Responsibilities 


for Common Computing Environment (CCE) Project








STATE PC DESIGNATION:





Who has been designated as each state’s Point of Contact for the CCE project?





The State CCE Teams involved in the CCE Project (FSA, NRCS, and RD) have agreed on the designation of one Point of Contact (PC) for each state to coordinate the CCE hardware acquisition.  The State CCE Teams and the designated State Point of Contact (PC) are posted at the State IT Team page on the CCE website at the following address:  http://www.usda.gov/servicecenter/cce/people_state.html.








STATE PC RESPONSIBILITIES:





Responsibilities for the State Points of Contact include monitoring, receipting, and documenting deployment locations of the CCE hardware acquisition.  The State PC will coordinate with the IT Acquisition Team (ITAT) (http://helpdesk.itc.nrcs.usda.gov/itat/staff.htm) on the monitoring of shipments and receiving reports.  








·	DELIVERY SCHEDULES:





What is included in the delivery schedule and where can I find a copy?





Each State CCE Team has provided to the CCE Project Implementation a delivery schedule which includes the following information:


·	Name and phone number of a designated receiving official for each delivery site


·	Complete shipping addresses


·	Quantity of machines to be delivered to each delivery site


·	Weekly delivery schedule





What is the State PC’s responsibility regarding distribution of delivery schedules?





Each State PC shall provide to the receiving official at each delivery site the following documents:





·	Delivery Schedule 


·	CCE Equipment Configuration (also available at http://www.usda.gov/servicecenter/cce/config.html)


·	Instructions for Receipt of CCE Equipment (also available at http://helpdesk.itc.nrcs.usda.gov/itat/cce/receipt.htm)


·	CCE Warranty and Property Instructions (also available at http://helpdesk.itc.nrcs.usda.gov/itat/cce/wrrnty.htm)





These documents will be provided as hard copies.





�
·	SHIPMENT & RECEIPT





Will advance notification of shipments be provided by the vendors?





·	As shipments are made, the vendors will provide notification to the Information Technology Acquisition Team (ITAT) in Fort Collins, Colorado.  Notification will include serial numbers for each CPU shipped to each delivery site. 


·	The serial numbers will be uploaded into the Office Information Profile (OIP) database.  


·	The ITAT will notify the State PC via e-mail that shipments have been made to their state and that the OIP CCE database has been updated.  


·	The State PC will access the OIP CCE database for a report of items shipped but not yet received.  


·	The State PC will send notifications via e-mail to each receiving official to alert them that a shipment has been sent and the serial numbers of the CPU’s shipped.





What happens after the shipment is delivered?





When shipments are delivered, the receiving official designated for the delivery site will inspect the shipment for any apparent damage, note the quantity of systems received and immediately fax a signed and dated packing list, including CPU serial numbers, to the State PC, no later than the following business day.





Within two days after receiving the signed packing list, the State PC will document receipt of equipment via a web interface into the Office Information Profile (OIP) CCE database (http://oip.usda.gov/)  The OIP CCE database will already have the CPU serial numbers for each delivery site uploaded into the system so that the State PC can access the serial number and document the date of receipt.  (Access to the OIP CCE database will be limited to the State PC via log-in identification and password verification in order to prevent unauthorized access or modification to state data.) 





What are the State PC’s duties regarding monitoring of the CCE shipments?





·	Each State PC will monitor the status of the shipments for their state, using the OIP CCE database, until the entire state’s equipment has been received and deployed.  


·	Monitoring will include regularly checking the OIP CCE database (at least weekly) to verify that items shipped have been received.  


·	The State PC will print receipt reports from the OIP CCE database indicating items that have been received each week.


·	Within 10 days after complete deployment for the entire state, the State PC shall forward the hard copies of all faxed signed packing lists to the ITAT, using the OIP CCE receipt reports as a table of contents.


·	The State PC shall retain copies of all receipt information that is sent to the ITAT.
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·	PROBLEMS WITH SHIPMENT





What if some of the boxes are missing or damaged?





If any boxes in the shipment are missing or damaged, the designated receiving official for the delivery site will note missing or damaged boxes on the packing list that is faxed to the State PC.  





·	The State PC will immediately contact the Centralized Help Desk (CHD) at 1-800-457-3642 and follow the menu prompts. 





NOTE:  The Government is accepting delivery upon receipt of the shipment, and acceptance is NOT contingent upon operating and/or testing the equipment.  Any problems with the equipment (including equipment defects or damages occurring in transit) will be handled under the 3-year on-site warranty.





What if the delivery site receives MORE boxes than scheduled?





If the delivery site receives more boxes than are on the delivery schedule, packing list or driver’s ticket, the receiving official will accept the shipment, note any discrepancies on the packing list, sign and date the packing list and fax to the State PC.  The receiving official will immediately contact the State PC for problem resolution.





The State PC will immediately contact the Centralized Help Desk (CHD) at 1-800-457-3642 and follow the menu prompts.





If all of the CPU serial numbers are listed on the packing list:


·	The State PC will search the Office Information Profile (OIP) CCE database to determine which machine was misdirected in the shipment, or will contact the Centralized Help Desk (CHD) if the information is not available in the state’s OIP CCE database. 


·	The CHD should contact the vendor to arrange for the machine to be reshipped to the appropriate office at the vendor’s expense.





If all the CPU serial numbers are not listed on the packing list:


·	The receiving official will take an inventory of the machines to determine which serial number is missing from the packing list.


·	The unlisted serial number is then provided to the State PC to determine where the machine should be shipped.  The State PC can search the OIP CCE database for the serial number, or will contact the Centralized Help Desk (CHD) if the information is not available in the state’s OIP CCE database.


·	The CHD should contact the vendor to arrange for the machine to be reshipped to the appropriate office at the vendor’s expense.
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What if the State PC does not receive the receipt information on time?





The State PC should calculate the estimated delivery date based on the shipping date recorded in the OIP CCE database.  If the receiving official at the delivery site does not provide a signed packing list in a timely manner (within the following business day after receipt), the State PC should contact the receiving official and obtain this information.  Regular monitoring of the OIP CCE database (at least weekly) should be performed by the State PC to verify that items shipped have been received.  





Who does the State PC contact with problems or questions?





State PCs having questions or encountering any problems about delivery of the orders should contact the Centralized Help Desk (CHD) at 1-800-457-3642 and follow the menu prompts. 








PAYMENT:





How is the State PC involved in vendor payments?





The State PC will input receipt information into the OIP CCE database from signed packing lists.  The ITAT will print weekly lists of deliveries from the OIP CCE database and send combined receiving reports to the payment office.  The OIP CCE database will serve as certification that equipment has been received and accepted. 





In order for the Government to meet its contractual obligations with the vendors and to avoid interest payments, the payment office will process payment to vendors without delay in accordance with the Prompt Payment Act (within 30 days of receipt of invoice at the designated billing office, or receipt of equipment to delivery site, whichever is later).








DEPLOYMENT:





What are the State PC’s responsibilities regarding deployment of the CCE equipment?





Deployment of a machine means that the equipment has been set up and configured to be a fully functional system and the machine has been placed at it’s ultimate destination, the Government employee’s desk.  Once this has occurred, the State PC shall access the OIP database and enter the deployment information into the database, based on the CPU serial number.  Please refer to the OIP reference guide under the section entitled “Deploy Units.”  The reference guide can be found at http://pecan.itc.nrcs.usda.gov/oip_html/cce_docs/ops_manual.htm.
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