Requirements for Submitting

Public Sector Sales Documentation
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All Sales related documentation (hardcopy and electronic documentation with signatures supporting the sale) must be submitted to Nextel Public Sector PO Management in accordance with the following requirements depending entity:


Credit Card Orders
1. Quotation [template attached], signed by government agency and Nextel representative obligating authorization for both equipment and recurring monthly service charges, 

AND

2. Requisition form, signed by government agency and Nextel representative obligating authorization for both equipment and recurring monthly services charges.
Purchase Orders
1. Quotation [template attached], signed by government agency and Nextel representative obligating authorization for both equipment and recurring monthly service charges, 

AND

2. Purchase Order issued by government agency identifying the use of GSA Contract #GS07T03BGD0003 (or other Federal contract as applicable)

Non-federal government agency utilizing the GSA contract

1. GSA Eligibility Form, signed by an authorized agent of the state/local agency 

AND both of the following:

2. Quotation [template attached], signed by government agency and Nextel representative obligating authorization for both equipment and recurring monthly service charges, 

AND

3. Requisition Form, signed by government agency and Nextel representative.

AND 

Remember the following for all Federal orders:

1. All “orders” must document authorization for equipment AND service where equipment and service is being ordered.

2. A Blanket Purchase Agreement (BPA) is not a purchase order.

3. As part of the QA process, these required sales documents must be sent to 703-995-4619 with the appropriate account number within three (3) working days of order, or the order will be subject to a complete audit and the results documented and enforced in accordance with the policy guidelines.




All State, Local, Education, Utility and Health Care orders must include ONE of the following three items to place an authorized order with Nextel.  
1. Requisition form, signed by government agency and Nextel representative obligating authorization for both equipment and recurring monthly services charges.  This form can only be used when it references an existing contract, BPA, or VPL and the Ts & Cs thereof in the "Contract Vehicle" field of the document.
OR

2. Nextel Subscriber Agreement, signed by government agency and Nextel representative obligating authorization for both equipment and recurring monthly services charges.
OR

3. Purchase Order issued by government agency identifying the use of Contract obligating funding for both equipment and recurring monthly services charges.

Additionally,

Tax Exempt Accounts:  Accounts requesting tax exemption must submit a Tax Exemption Certificate – please forward all tax certificates with order documentation to:  Sales Operations, 1505 Farm Credit Drive, Cube 4051, McLean, VA 22102
AND 

Remember the following for ALL State, Local, Education, Utility, and Health Care orders:

1.  All “orders” must document authorization for equipment AND service where equipment and service is being ordered.

2.  As part of the QA process, these required sales documents must be sent to 703-995-4619 with the appropriate account number within three (3) working days of order, or the order will be subject to a complete audit and the results documented and enforced in accordance with the policy guidelines.

Account Modification Process for Revenue Impacting Changes for Federal, SLE and Public Utilities:

· Quotation or Requisition reflecting changes

· Signed Documentation (PO Modification, Requisition or Letter of Agency, including authorized contact, funding authorization and service period.

Account Modification Process for Revenue Impacting Changes for all other Public Sector Entities – Private Utilities and Health Care:

· Signed Documentation Required 

· Purchase Order, Addendum or Modification, Written and/or within a subscriber agreement 

How Do I process a modification once the required documentation is received?

· If SCS is not assigned, Representative would use the SET Tool, located on SNC

· If an SCS is assigned, submit to SCS for processing

· Call into Care, if requested is for less than 10 units

Once the modification is completed, all documentation must be forward to Sales Operations, Efax 703-995-4619 or mail 1505 Farm Credit Drive, Cube 4050, McLean VA  22102


Sales Rep is responsible for renewal of their customers purchase orders every fiscal year.

Required Renewal Documentation:


Submit quotation for services.


Receive and Forward Authorized Documents for New Fiscal Year:



New Purchase



Modification extending funds and service period



Signed Requisition



Letter of Agency authorizing funds and service period


Submit Authorized Documents to Sales Ops for Processing.

Federal Government (including GSA Contract)





State, Local, Education, Utility and Health Care





Contract Modification Process











Contract Renewal Process
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