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SUPPLEMENTAL INSTRUCTIONS

(These instructions supplement information contained in the Non-Federal Reimbursable Agreement)


1) MAILING ADDRESS, INQUIRIES, AND ASSISTANCE
Federal Aviation Administration

Telephone (Toll Free in U.S.):  1.800.638.8972

Distribution Team, AJV-372

Direct line:  301.436.8301

10201 Good Luck Road, Suite 2222

Fax:  301.436.6829

Glenn Dale, Maryland 20769-9700

E-mail:  9-AMC-Chartsales@faa.gov

U.S.A.




Website:  http://naco.faa.gov






E-commerce:  http://faacharts.faa.gov
2) FAA E-COMMERCE

Once you are established as an Agent, the FAA will e-mail you a User ID and temporary password for access to the FAA e-commerce website.  Upon entering your User ID and temporary Password on the login page, you must change your password.  Instructions to change your password are provided after you log in.

3) ORDERING

Placing one-time orders and making changes to Standing Orders must be submitted through the FAA’s e-commerce website located at http://naco.faa.gov under “Online Ordering”.  Agents are encouraged to read the help document after they log in. 

a) Standing Order System
Agents must use the Standing Order System to automatically obtain new editions and revised products as they are published.  Standing Orders eliminate the need to submit orders each time a new edition or revision is released.  The Standing Order System permits Agents to add or delete products and change quantities.  Changes to a Standing Order for aeronautical products must be entered no later than five weeks prior to the next effective date.  Changes to a Standing Order for nautical products must be entered prior to the next edition. 

It is the Agent’s responsibility to adjust Standing Orders if a modification to existing quantities or new products are desired.
b) One-time Orders/Stock Replenishment
For Agents placing one-time replenishment orders for aeronautical products, the FAA will not fill one-time orders for current editions of VFR products no later than twenty-one (21) calendar days prior to the next effective date; for IFR aeronautical products, the FAA will not fill one-time orders for current editions no later than fourteen (14) calendar days prior to the next effective date.

Agents placing one-time orders for new or revised nautical charts or related products need to wait until after the announcement of availability on the “Notice of New Editions and Revised Printings” located on the FAA website under “Phone/Mail Ordering” or the “Notice to Mariner’s” on the NGA website to supplement their Standing Order quantities.

c) Replacement Orders/Credit Adjustments

Claims by the Agent for non-receipt or mis-shipments must be reported as soon as possible to the FAA, but no later than three weeks after an order was placed.  In addition, the FAA should be notified immediately of any shipment that is damaged by our shipping contractor or carriers.  A Federal Express label will be provided for navigation charts or related products that were shipped in error or damaged.  Replacement orders will be shipped on an expedited basis.  In the event that a navigation chart or related product is no longer available, a credit adjustment will be issued and posted to the Agent’s account.

4) DELIVERY
Shipments will be made by the least expensive method.  The following shipping modes are available as follows:
a) Domestic Standard Service
There is no additional shipping charge for Domestic Standard Service.  Orders are processed within 2 business days and shipped by Federal Express Ground or the United States Postal Service (USPS).  Delivery to a Post Office Box is only available through USPS.  Normal delivery time is 7-14 days from the date the order is received and processed by the FAA.
b) Expedited Domestic Service
There is an additional shipping charge for Expedited Domestic Service.  It is determined by the total weight of the order and will be billed to the Chart Agent’s account.  When “Expedited Domestic Service” is requested, orders received by 2:30 p.m., Eastern Standard Time (EST), Monday through Friday (except Federal Holidays), are processed the day they are received and shipped Federal Express to Agents with a street address.  Normal delivery time is 1-2 business days, depending on your location.  Expedited delivery to a Post Office Box is only available through USPS and the normal delivery time is 7 days or less.
c) International Standard Service
There is no additional shipping charge for International Standard Service.  Orders are processed within 2 business days and shipped by International Priority Air Mail or Direct Injection to Canada Post.  Normal delivery time is 7-21 days from the date the order is received and processed by the FAA.

d) International Expedited Service
There is an additional shipping charge for Expedited International Service.  It is determined by the total weight of the order and will be billed to the Chart Agent’s account.  When “Expedited International Service” is requested, orders received by 2:30 p.m., Eastern Standard Time (EST), Monday through Friday (except Federal Holidays), are processed the day they are received and shipped by International Priority Air Mail Express.  The FAA will only ship orders by International Federal Express at the Agent’s request.  Normal delivery time is 10-14 days, depending upon your location.

Delivery to a Post Office Box is only available through International Priority Mail Express and the normal delivery time is 10-14 days.

5) PAYMENT

Agents may view their account online at anytime using the FAA e-commerce website.

a) Billing
A billing invoice will be included with all orders shipped by the FAA.  Invoices are due and payable within thirty (30) days of the date of the invoice.  All remittances must be in U.S. dollars, payable by check drawn on a U.S. Bank, by money order, or major credit card (Master Card, Visa, Discover, American Express, and Diners Club International).  An alternative to paying by check is our Automated Clearing House-Electronic Funds Transfer (ACH-EFT) Service.  You must contact the FAA to use this service.  Remittances, made payable to “DOT-FAA”, must include the Agent customer account number to ensure prompt and proper credit.  To avoid interest and other charges, the FAA must receive payment in full within thirty (30) calendar days of the invoice date.

b) Interest Penalties, Administrative Fees, Service Charges
The FAA is required, by Public Law 104-134, “Debt Collection Improvement Act of 1996”, to assess interest, penalties and administrative costs, on delinquent debts and allow for recovery of the Government’s cost of carrying and collecting delinquent debts.  

Any amount not received by this office within thirty (30) calendar days from the date of the invoice will be subject to the following late payment charges.  

(1) Interest Charge:  Interest, computed on the outstanding balance, will be charged and calculated on a daily basis when payment in full has not been received within thirty (30) calendar days (sixty (60) calendar days for any Agent outside of the U.S.) of the invoice date.  The rate of interest charged will be determined and announced quarterly by the U.S. Treasury Department.  Currently the rate is 6% annum.
(2) Penalty:  A penalty of 6 percent (6%) of the amount owed will be assessed when payment in full is not received within one hundred and twenty (120) calendar days (one hundred fifty (150) calendar days for any agent outside the U.S.) of the invoice date.
(3) Administrative Fee:  A $12.00 per month administrative charge will be assessed when payment in full is not received within thirty (30) calendar days (sixty (60) calendar days for any outside of the U.S.) of the invoice date. 
            When a debt is paid in partial payments, the amount received will be applied first to any

            outstanding penalty and administrative cost charges, second to accrued interest and finally 

            to the oldest outstanding principal.  Payments will not be applied towards invoices 

            specified by the Agents.
(4) Penalty for Returned or Dishonored Check:  A service charge of $35.00 will be charged for each check dishonored or returned by a banking institution.
c) Credit Hold

Any Agent account that has unpaid invoices over thirty (30) calendar days in arrears will be placed on “Credit Hold”.   One-time or standing orders will not be processed until the overdue balance has been paid in full.  If the account becomes sixty (60) calendar days in arrears, a Dunning letter will be mailed to the Agent’s billing address and the account will remain on “Credit Hold”.  If full payment is not received in thirty (30) calendar days from the date of the Dunning letter, the agreement between the FAA and the Agent will be terminated.  Agents have thirty (30) calendar days to settle their account.  Any overdue balance will be turned over to the United States Treasury for further collection.
d) Monthly Statement

At the end of each month, a statement will be generated listing all transactions for the period.  This statement will be mailed and/or e-mailed to the Agent’s billing address on the second business day of each month.

6) OBSOLETE PRODUCTS

A navigation chart or related product becomes obsolete on the next published effective date.  Obsolete products shall not be sold for use in navigation.  The FAA considers all obsolete products unsafe for the use in navigation and Agents must immediately remove obsolete products from their stock.

7) CREDIT FOR OBSOLETE PRODUCTS

Agent’s operating under the 40% discount with up to 20% return rate for obsolete returns option will receive credit for obsolete products returned to the FAA.  Agents choosing the 50% discount with zero (0) obsolete returns option will not receive credit for obsolete returns.  

Agents are required to complete Form 49-30 (Authorized Agent Obsolete Returned for Credit).  Form 49-30 will be available online.  For prompt and proper credit, include the Agent Account Number, Name, and Agent Billing Address on the form(s).  Mailing costs associated with the return of obsolete products to the FAA is at the Agent’s own expense.  

Do not return the entire product.  Bar codes are not acceptable for credit.
a) Credit for aeronautical products requires the return of that portion of the product that 

       identifies the chart or volume name, letter-number designation, edition number and 

             effective date.  Credit is not allowed for any product originally purchased as part of a  

             subscription.
Credit for nautical products requires the return of that portion of the chart that identifies the chart number, edition number, and effective date.  Credit for the NOAA Coast Pilot series requires the return of the flysheet (first printed page) bearing the title and publication date.
b) Products that are still current will not be processed for credit.  Agents will be notified by telephone, fax, mail, or e-mail whenever a current product is received.  Products received that are still current will be returned to the Agent at their own expense.

c) Obsolete products returned for credit must be received by the FAA no later than sixty (60) days after the obsolescence date. Credit will not be allowed for obsolete products received beyond this time period.  The Agent will be notified by telephone, fax, mail, or e-mail if any obsolete products are not acceptable for credit.  

d) Credit will not be allowed for reproduced FAA, NGA aeronautical, NGA nautical, and NOAA nautical charts or related products not originally purchased from the FAA.

e) Credit for obsolete returns is allowed for up to 20% of the Agent’s annual net sales volume.  By the end of the second year of operation, Agents are expected to have adjusted their inventory levels to minimize obsolete returns for credit to less than twenty percent (20%) of their net sales volume.  The Agent’s rolling 12-month return rate is provided on the FAA’s e-commerce website located at: http://faacharts.faa.gov.
The FAA calculates each Agent’s rolling 12-month return rate on the last business day of each month.  If the Agent’s return rate is greater than 20% in any one month, the obsolete returns received that month from the Agent will not be credited to their account nor retained by the FAA.  The Agent will be notified by telephone, fax, mail, or e-mail of any obsolete returns that are not acceptable for credit.  If the Agent wants the obsolete products returned to their location, they will be returned at their own expense.

8) CANCELLATIONS

Established Agents with minimum annual net sales volumes of less than $5,000.00 will be considered for cancellation.  

Agents who fail to abide by the terms of the agreement will also be considered for cancellation.  Each Agent identified for possible cancellation will be notified in writing.  Agents so identified will be encouraged to respond in writing within thirty (30) calendar days providing any extenuating circumstances to be considered before a final decision is made by the FAA.

If there is any unpaid balance due, this amount will be turned over to the United States Treasury for further collection if not promptly paid.  The Debt Collection Act of 1982 authorized Federal Government Agencies to disclose delinquent account information to private sector debt collection agencies for the purpose of collecting delinquent debts.

Agents who are cancelled for non-payment of bills, or other infractions, will normally not be considered for reinstatement until one (1) year after the date of cancellation and payment of account in full including interest.
9) DATES OF LATEST EDITIONS (DOLES)

This information is updated quarterly at the FAA website http://naco.faa.gov under “Phone/Mail Ordering”.  This information must be displayed and made available by Agents for customer reference.

The “Notice of New Editions and Revised Printing” for NOAA and NGA nautical charts is also posted on the FAA website under “Phone/Mail Ordering”, “Dates of Latest Editions”.  For a list of NOAA nautical upcoming new editions, go to NOAA’s website www.nauticalcharts.noaa.gov under “Nautical Charts and Publications”.

10) CATALOGS AND PRICE LISTS

The NOAA Chart catalogs and the FAA Catalog of Aeronautical Charts and Related Products are distributed annually.  Agents are issued five free copies of pertinent catalogs automatically upon publication as part of their Standing Order.  Additional copies are available free of charge upon request.  In addition, price lists for the products listed in all the above catalogs are also available online at:  http://naco.faa.gov. 

11) STOCKING OF CHARTS

A sufficient stock level should be maintained to satisfy anticipated customer demand.  An individual Agent’s experience will best indicate that appropriate product mix for specific geographical areas.  Agents are encouraged to stock the widest coverage of charts practical for their facilities.  Charts kept in stock must be protected from moisture, dirt, and dust.  FAA will not replace products misused, abused, improperly stocked or damaged by natural disaster.

12) FRANKED MAIL

It is illegal for Agents to re-mail or use Government franked mail.
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