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FOREWORD

This guide has been prepared to provide general information to potential small business contractors desiring to do business with Randolph Air Force Base (RAFB). Although its content is geared specifically to assist small business contractors, the guide contains sources for valuable business information relative to San Antonio and its' surrounding areas as well as other federal agencies that may prove to be valuable to all contractors.

The information provided is also intended to familiarize contractors specifically with the 12th Contracting Squadron mission and its' way of doing business.

12th Contracting Squadron Mission Statement
Provide smart business advice and best value contracting services to HQ Air Education and Training Command, HQ 19th AF, HQ AF Personnel Center, HQ AF Recruiting Service, 12th Flying Training Wing, a number of tenant units as well as other bases under the HQ Air Education Training Command umbrella in direct support of the 12th Flying Training Wing mission and Air Force vision.

12th Contracting Squadron Operating Philosophy
The 12th Contracting Squadron (hereinafter referred to as 12 CONS) strives to maintain contracting excellence and consistently provided the best customer support possible by paying attention to details and by being willing to go that extra mile for our customers. 12 CONS believes that its customers deserve nothing less.

12 CONS Responsibilities

The 12 CONS is a base level contracting office assigned to the 12th Flying Training Wing.  Assigned responsibilities include, but are not limited to, providing overall contracting support, including construction and purchase of both commercial supplies and services, for the majority of the above listed organizations. 12 CONS also has the responsibility for purchasing all major information technology equipment and services for requirements generated by customers AETC command-wide.  

12 CONS versus AETC CONS Contracting Responsibilities

Contracting responsibilities of 12 CONS differ from those of the AETC Contracting Squadron (AETC CONS). Typical AETC CONS requirements include, but are not limited to, aircraft maintenance, under-graduate pilot training, training requirements for foreign military sales, and construction and maintenance of commissaries worldwide. If you are uncertain as to where your requirement should go, please contact the 12 CONS Small Business Specialist at (210) 652-5165 or FAX (210) 652-4673 to discuss your particular requirement.  

SMALL BUSINESS PROGRAM
In accordance with Federal Acquisition Regulation 19.201(a), it is the policy of the Government to provide maximum practicable opportunities in its acquisitions to small businesses.

In order to ensure effective implementation of the Small Business Act, 12 CONS has assigned a Small Business Specialist (SBS) to aid, counsel, assist, and protect, insofar as is possible, the interests of small business concerns in order to preserve free competitive enterprise.  In addition, the SBS ensures that a fair portion of the total purchases and contracts or subcontracts for property and services for Randolph AFB are placed with small business enterprises.

The 12 CONS has been extremely successful at implementing regulatory requirements into its overall acquisition strategy.

Below are some examples of contracting programs currently in place at 12 CONS in support of small business:


-All acquisitions are reviewed for possible placement under the 8(a) Program.

-Acquisitions between $2,500 and $100,000 for supplies, services, Information Technology (IT) and construction are reserved for small businesses.  However, it should be noted that acquisitions with dollar amounts not exceeding $2,500  (supplies, services, IT) or $2,000 (construction) are procured on an unrestricted basis.

-Acquisitions over $100,000 (regardless of commodity) can be set-aside for small business when at least two small businesses who can perform the contract and from whom we can expect to receive bids at fair market prices can be identified.

-Construction acquisitions under $25,000 are set-aside for Emerging Small Businesses.


-Unrestricted acquisitions may contain a 10% evaluation preference for Small Disadvantaged Businesses.

Although there are no “set-aside” programs for women-owned businesses, 12 CONS has taken aggressive action to facilitate, preserve, and strengthen women owned business participation in the free enterprise system.

AIR EDUCATION AND TRAINING COMMAND (AETC)

The contracting offices for AETC consist of the AETC Specialized Contracting Squadron and fourteen base Contracting Squadrons are listed below.  Primary telephone numbers for the Small Business Specialist office at each respective location is also shown.

	Contracting Activity/ Address
	
	Phone Number

	AETC CONS/CC

550 D Street East Suite 08

Randolph AFB TX 78150-4434
	
	(210) 652-3660



	12 CONS/CC

395 B Street West Suite 02

Randolph AFB TX 78150-4525


	
	(210) 652-5165

	14 CONS/CC

555 Seventh Street Suite 113

Columbus AFB MS 39710-1006


	
	(601) 434-7802



	17 CONS/CC

210 Schertz Boulevard

Goodfellow AFB TX 76908-4705


	
	(915) 654-3821



	37 CONS/CC

1655 Selfridge Avenue

Lackland AFB TX 78236-5253


	
	(210) 671-1708



	42 CONS/CC

50 LeMays Plaza South, Bldg 804

Maxwell AFB AL 36112-6334


	
	(334) 953-5457

	47 CONS/CC

171 Alabama Avenue

Laughlin AFB TX 78843-5102


	
	(210) 298-5116



	56 CONS/CC

14100 West Eagle Street

Luke AFB AZ 85309-1217


	
	(602) 856-7162



	81 CONS/CC

200 Fifth Street Suite 101

Kessler AFB MS 39534-2102


	
	(601) 377-3131



	82 CONS/CC

136 K Avenue Suite 02

Sheppard AFB TX 76311-2739


	
	(817) 676-4138



	97 CONS/CC

205 Sough 6th Street Bldg 318

Altus AFB OK 73523-5147


	
	(405) 481-7320



	325 CONS/CC

501 Illinois Avenue Suite 05

Tyndall AFB FL 32403-5526


	
	(904) 283-8655



	71 FTW/CVC

246 Brown Parkway Suite 224

Vance AFB OK 73705-5015
	
	(580) 213-7834



	314 CONS/CCD

642 Thomas Ave

Little Rock AFB AR 72099-5019
	
	(501) 988-3836




12th CONTRACTING SQUADRON

395 B Street West Suite 2

Randolph AFB TX  78150-4525

PRIMARY TELEPHONE NUMBERS

Commander












(210) 652-5165
Director of Business Operations   





(210) 652-5460

Superintendent     










(210) 652-5165

Small Business Specialist                               
  

(210) 652-5165

Government Credit Card Program 



 

(210) 652-5181

Acquisition Flight A - (Supplies, Services, Construction Projects)

Chief                                                                                (210) 652-5145

Contracting Officer (Construction)




     (210) 652-5169

Contracting Officers (Supplies, Services)



(210) 652-5180      (210) 652-5145 






(210) 652-5141      (210) 652-5178

Acquisition Flight B - (Supplies, Services, Information Technology)









Chief















(210) 652-5131

Contracting Officers (All Commodities)



(210) 652-5131      (210) 652-5111
















                               (210) 652-5187      (210) 652-5183

INCREASE YOUR BUSINESS SALES 

VIA 

THE GOVERNMENT PURCHASE CARD PROGRAM
The Government Purchase Card (GPC) is an internationally accepted VISA credit card that allows duly appointed cardholders to make small purchases under an established Delegation of Authority.  

The Government Purchase Card may be used to pay for all commercially available goods and non-personal services that do not exceed the micro-purchase threshold of $2,500.  Almost all units and organizations residing on Randolph Air Force Base have at least one duly appointed cardholder responsible for purchasing goods and services for their respective organization when the cost of those goods and services does not exceed this threshold.

The 12 CONS Government Purchase Card Program Office is responsible for establishing GPC accounts as well as for maintenance and surveillance of those accounts.  This office also provides the mandatory training required of all cardholders.  Should you should have any questions pertaining to this program, please feel free to contact GPC office personnel at (210) 652-5181 or FAX (210) 652-7307.  

If your firm is one of the growing list of companies that accepts the Government Purchase Card, you are encouraged to provide catalogs, brochures or correspondence that adequately describe the goods and/or services offered by your firm directly to those units or organizations who have an authorized cardholder.  In the event you do not know where to send your literature, contact the Government Purchase Card Program Office at the numbers listed above.  You can also access cardholder addresses via the GPC web site, http://www.randolph.af.mil/12ftw/12lg/12cons/gpc.htm.
CONTRACTOR ASSISTANCE - Public Sector Resources

Small business is critical to the economic development of San Antonio.  The following local agencies play a vital role in assisting the small business entrepreneur.  This listing is designed to provide brief descriptions of the services and/or assistance provided by some of these local agencies.

---------------------------------------------------------------------------------------------------------

Procurement Technical Assistance Center (PTAC)

City of San Antonio Economic Development Department

EDD/PTAC 215 S. San Saba,  P.O. Box 83966

San Antonio, TX  78283                    TELE:  (210) 207-3915

The PTAC provides technical and marketing assistance to local firms interested in entering the federal, state or local Government markets, determining market strategies, developing marketing techniques and winning contracts.  It operates a consolidated Public Sector Bid Clearinghouse.

 ---------------------------------------------------------------------------------------------------------

Minority Business Development Center (MBDC)

1222 N. Main Ave, Ste 750

San Antonio, TX  78212                      TELE:  (210) 458-2480

The Minority Business Development Center is a partnership between the U.S. Department of Commerce, the Minority Business Development Agency and the University of Texas at San Antonio (UTSA).  It provides comprehensive business skill training and assistance to businesses just starting up as well as to established businesses.

---------------------------------------------------------------------------------------------------------

Small Business Administration (SBA)

North Park Corporate Center

17319 San Pedro #2-200

San Antonio, TX  78232                         TELE:  (210) 403-5924

The SBA administers the Small Business Development Center (SBDC) Program to provide management assistance to present and prospective small business owners.  SBDC’s offer “one-stop” assistance to small businesses by providing a wide variety of information and guidance.  

The SBA also administers the 8(a) program in which the SBA acts as the prime contractor and enters into contracts with other federal departments or agencies by negotiating subcontracts with small companies in the 8(a) Program. 

A cooperative effort among SBA’s offices of Government Contracting resulted in the Pro-Net project.  Pro-Net is an Internet-based database of information on small businesses.  It is open to all small firms seeking federal, state and private contracts.  It provides access to agency home pages and other sources of procurement opportunities.  Pro-Net can be accessed at www.pronet.sba.gov.

PRIVATE SECTOR Lending Institutions

The following non-profit organizations specialize in extending credit to small businesses.  Their background is provided for informational purposes only.    The 12 CONS does not endorse any of these agencies.  Use of any of the offered services is strictly the contractor's choice.  Any risk associated with using any offered source of service is borne solely by the contractor. 

---------------------------------------------------------------------------------------------------------









San Antonio Business Development Fund









4011 San Pedro, Ste. 201









San Antonio TX  78212                    TELE: 
(210) 738-0312

The San Antonio Business Development Fund is a lending fund created by a consortium of local banks and the city of San Antonio to support small, minority, and women-owned businesses in the greater San Antonio area.  It provides investment in equity and debt financing to assist in the development and financing of businesses.  Loans range from $25,000 to $100,000.

---------------------------------------------------------------------------------------------------------

ACCION Texas









109 N. San Saba









San Antonio TX  78207                     TELE:  (210) 226-3664

ACCION is a private non-profit economic development organization that offers business loans between $300 and $25,000.  The program provides loans on a stepped lending basis to assist small businesses build and strengthen their business. 

---------------------------------------------------------------------------------------------------------

Women’s Enterprise, Inc.









405 N. St. Mary’s, Ste 900









San Antonio TX  78205                    TELE:  (210) 229-1913

WEI is a non-profit micro-loan intermediary whose mission is to promote direct participation of primarily low-income women in the creation of a small business.  WEI also helps qualified entrepreneurs access credit and provides technical assistance.  Provides loans up to $2,500. 

MARKETING TIPS

1.  Register in Central Contractor Registration (CCR) - In order to do business with the Department of Defense (DoD), contractors must be registered in CCR.

What is CCR?  CCR is a database consisting of basic business information submitted by contractors that want to do business with the Department of Defense (DoD).   Contractors are solely responsible for the content of information submitted and for keeping the information current.  CCR can be accessed on the web at http://www.ccr.gov/. This site provides contractors with a convenient portal that enables him to register and/or update CCR information on line.  An overview of CCR’s history and policy can also be accessed on this web site.

2.  Utilize Federal Business Opportunities Web Site - The Federal Business Opportunities (commonly referred to as FedBizOpps) web site is the primary electronic entry point for all Government Procurement information.  Through this electronic portal, contractors can access Government wide electronic postings of solicitations and view a consolidated list of a number of agencies business opportunities.  This web site also provides the opportunity to register on line to receive email notifications of each agency's requirements as they become available.  Register online at http://www.fedbizopps.gov/.

3.  Self-Marketing - Self-marketing plays an important role toward increasing your business.  Make yourself and your firm’s capabilities known to the contracting and requirement communities.  It is recommend that you make an appointment with the Small Business Specialist (SBS) at the base where you desire to do business.  The SBS can explain the contracting and marketing processes in place at their respective base.  The SBS should also be able to answer any questions you may have regarding small business opportunities at their respective base.  The SBS can also assist you in arranging meetings with the appropriate buyer(s)/user(s) engaged in purchasing or using the type of products and/or services offered by your company.  

Self-marketing should be an on-going process rather than a one-time event.  Buyers at the 12 CONS with whom you may have become accustomed to doing business are subject to change in assignments and/or rotation.  In order to improve your chances of being selected as a vendor, it may be beneficial to periodically take the time to re-market your firm to the buyers and the SBS by mailing in current marketing handouts such as catalogs, price lists or even business cards. By doing so, the "out of sight, out of mind" syndrome can be significantly reduced, if not eliminated.  The number of mailings should be limited to a reasonable number within any given timeframe in order not to burden the buyer or SBS unnecessarily. 

4.  Utilize Available Government Resources - Numerous government resources are available to help small businesses find procurement opportunities.  In addition to the DoD, SBA and GSA, there are other agencies that offer outstanding resources and programs for small businesses.  Further, the value of using the many Procurement Technical Assistance Centers (PTACs) located around the country should not be overlooked.  

5.  Attend Procurement Seminars - Take advantage of procurement seminars, conferences, small business open houses, industry days, vendor demonstrations, expositions or briefings offered by federal agencies and other organizations.  Contacts developed at these events can be an invaluable networking source to your firm.

6.  Explore Subcontracting Opportunities - 
The DoD requires its prime contractors to utilize small business concerns to the maximum extent wherever possible in its subcontracting program. The DoD inserts a special subcontracting clause in contracts with large business when the value of a contract is expected to be in excess of $500,000 for supplies or services, and/or $1 million for construction, and contains potential subcontracting possibilities.  

It is recommended that you target successful prime contractors by sending them information about your company, emphasizing your competitiveness, willingness to form a partnership, mutual interest in growth and profitability and the benefits of your products and/or services.  Examples of important information to send include company brochures, quality control standards, commercial and government references and if appropriate, a detailed list of equipment and service resources available at your firm. 

An excellent source of information relative to subcontracting opportunities with both the DoD and private industry can be found at www.selltoairforce.org. Click on "Subcontracting".

In addition to information relative to subcontracting opportunities, this web site contains other information that may be helpful to your firm in your pursuit of doing business with the DoD. Be sure to check out the Procurement Forecast, Current Opportunities, Business Development Assistance and Program Initiatives. 

ACQUISITION REFORM

The Federal Acquisition Reform Act (FARA) and the Federal Acquisition Streamlining Act (FASA) have had, and will continue to have, a compelling and unprecedented impact on the procurement process. Some of the procurement changes contained in these Acts will help small businesses; others will not. One thing is certain, it is no longer “business as usual” for the government or the firms wanting to do business with the government.  Factors having the greatest influence on federal government in the foreseeable future include the following:

1.  Best Value Practices - The government’s buying decisions will focus more on overall best value, performance and quality and less on price.

2.  Budget Constraints - The government has an overwhelming mandate to spend less and improve services. As a result, agencies are adopting emerging commercial practices to achieve the most efficient and cost-effective results. Such practices are demanding greater centralization of contract administration, more commercial (off-the-shelf) buys and buys that represent the best overall value to the government.

3.  Commercial Item Contracting - Reform created by the Acts includes preference for purchasing commercial items and elimination of certain statutory restrictions for the purchases of commercial items. 

4.  Electronic Commerce - The shift from paper-based to computer-based communications between the government and its suppliers significantly expedites processing, redefines minimum notice and response times, provides quicker and broader information, including historical perspectives, and increases competition. Electronic markets are more efficient. Electronic markets also make it easier for government agencies to comparison shop and arrange just-in-time deliveries among a large number of vendors.  

5.  Warranted Contracting Officers - Contracting officers have greater authority and are more responsible for producing results rather than just following the rules. This is not to suggest that the Federal Acquisition Regulation (FAR) will not be adhered to. The Acts have simply given contracting officers wider latitude and more flexibility in interpreting regulations in order to achieve results that efficiently satisfy the government’s need.

6.  Small Business Goals - Although contracting officers now have more flexibility in satisfying the government’s buying needs, they are still tasked with meeting the small business utilization goals if at all possible. Consequently, government contracting employees will be looking for creative ways to meet those goals.

GENERAL INFORMATION

The 12 CONS employs three basic procurement methods in buying goods and services:  simplified acquisition purchases, sealed bid purchases, and negotiated purchases.  

1.  Simplified Acquisition Purchases - Government acquisitions under $100,000 are generally considered small purchases and as such are typically reserved for small business. Special simplified acquisition procedures are utilized. These procedures include limited competition, streamlined processing and limited notice of requirements by the government. Many small purchases are made through purchase orders, the government-wide VISA credit card under the GPC program, and blanket purchase agreements. Additionally, under a test program, contracting offices are being allowed to use simplified acquisition procedures for buys up to $5,000,000 for the acquisition of commercial items.

The majority of 12 CONS simplified acquisitions are reserved for small business. Only occasionally is a small business set-aside broken and the requirement purchased from other than a small business.

Purchases under $2,500 - A purchase valued at less than $2,500 is defined as a “micro purchase”.  Micro purchases can be made by either the contracting officer or an authorized GPC cardholder directly without having to obtain competitive quotations if the price is determined to be fair and reasonable. Although micro purchases are no longer reserved for small business, purchase from small businesses is encouraged.  

Purchases between $2,500 and $100,000 - Purchases valued between $2,500 and $100,000 are generally, but not always, processed in one of two ways:

Oral Quotations - The contracting officer may solicit oral quotations from potential suppliers.  Generally at least three suppliers are consulted.

Written Quotations - The contracting officer solicits written quotations from potential suppliers through a Request for Quotation (RFQ). This procedure is generally used when specifications contain unusual or unique salient characteristics or a large number of different items are involved.

2.  Sealed Bid Procedures - The government uses fixed-price sealed bid contracts to buy standard, easily defined products or services generally worth more than $100,000. A sealed bid purchase involves competitive bids. Bids are opened in a public forum. This type of purchase is used when:

· The award will be made on the basis of lowest price

· There is no need to clarify or discuss the requirements of the procurement with bidders

· The government expects to receive more than one bid

3.  Negotiated Procurements - The most flexible, but sometimes most complicated method for procuring goods and services is negotiation. This approach is used when contracting officers cannot adequately define all of the requirements of an acquisition or when factors other than price are to be used as the basis for award. Negotiated procurements take many forms. They may call for competitive proposals, may involve restricted competition or are awarded on a sole source basis due to e.g., proprietary or copy righted data, only one source of supply, etc.  

INTERNET ADDRESSES

Contractors who do business with the Government now have the means to keep up with all the changes that are occurring at Federal agencies via the Internet. Contractors also have immediate access to selected information from their procurement offices through the Internet. The following is a list of addresses that have been compiled from several different government publications.  

Title
















Internet Web Site
FAR/DFARS/AFFARS








http://farsite.gov
Fedworld













http://www.fedworld.com/


Air Force













http://www.safaq.hq.af.mil/
Buy Veteran












http://www.buyveteran.com/
Commerce












http://www.doc.gov/
VA














http://www.va.gov/
State














http://www.state.gov/
Labor














http://www.dol.gov/
SBA On-Line











http://www.sbaonline.sba.gov/
Federal Marketplace Procurement 

    Assistance Jumpstation








http://www.fedmarket.com/
DOD Electronic Commerce Office





http://www.acq.osd.mil
Federal Acquisition Institute







http://www.gsa.gov/
DOD Mentor-Protégé









http://www.acq.osd.mil/sadbu/mentor_protege
Air Force Small Business Online





http://www.selltoairforce.org/
DFAS Lane












http://www.dfas.mil/
OSD SADBU Homepage








http://www.acq.osd.mil/sadbu
Government Contractor Resource Center



http://www.govcon.com/
DUNS No. On-line Registration






http://www.dnb.com/
SBA Pro-Net   











http://www.pro-net.sba.gov/
Supplier Net












http://www.suppliergateway.com/
Alamo Chapter NCMA Homepage





http://www.geocities.com/
Federal Business Opportunities (FedBizOpps)

http://www.eps.gov/
SBA HUBZone Program








http://www.sba.gov/hubzone
Women’s Business Ownership






http://www.sba.gov/
BizWomen












http://www.bizwomen.com/
Entrepreneurs and Small Business Info




http://www.peerspectives.org/
Home Business











http://www.gohome.com/
Home Office Assn of America Inc Online



http://www.inc.com/
SBA – Women in Business 



                     http://www.women_21.gov
Service Corps of Retired Execs (SCORE)

          http://www.scn.org/civic/score-online
Central Contractor Registration (CCR)




http://www.ccr.gov/
1
1

_1107852299.ppt









