
DoD EMALL Supplier Checklist

The following are the steps to become a DoD EMALL Supplier.  There are some variations depending on what type of contract you are pursuing, but this is a good general list.

1. You will need a Commercial and Government Entity (CAGE) Code to do business with the Government.  If you do not have one, go to www.ccr2000.com to register for one.

2. Get a contract from one of the DoD EMALL contracting sources; Defense Supply Centers, Fleet Industrial Supply Centers, General Service Schedules, or military service BPA’s.   If you don’t have a contract you will need a government sponsor, e.g., a government purchasing entity that will sponsor you in writing requesting that you become a DoD EMALL supplier.

3. Complete the DoD EMALL Supplier Worksheet (available online at www.emall.dla.mil under the How to Become a DoD EMALL Supplier) and email to our support desk at dod-emallsupport@dlis.dla.mil and/or fax to 616-961-7758.  Identify any restrictions or requirements to be imposed on your catalog, such as restriction to a geographic area or minimum/maximum dollar limitations.

4. At some point in this process you will be assigned a Supplier Account Manager (SAM).   This generally happens after you have received your contract or we receive your government sponsor letter.  The SAM will assist you in this process and explain the different choices available at each step.

5. Determine your catalog hosting method.  Hosting options are:  Self Host, DoD Host or 3rd Party Host.   This information will be explained in more detail after you have received your contract or we have received your government sponsor information.

6. Create your catalog and email to dod-emallsupport@dlis.dla.mil  or your assigned SAM.  Your catalog can be in a database or spreadsheet format and should include the following minimum data fields:

Part Number

Product Name

Item Description

Price

Unit of Issue

Items Per Unit of Issue

OEM (Original Equipment Manufacturer) Part Number

OEM Description
Days After Receipt of Order (ARO)

7. Depending on your contract type, you may need PGP compatible software installed on your computer to receive credit card orders.  DoD EMALL sends most credit card orders via encrypted email and you will need the decryption software to accept the order.

8. Develop your Supplier Information Page.  It should be a short overview of what your company sells, your contact information such as your point of contact, phone number and website.   Your SAM will need this page to complete your testing phase and move your catalog to production.

9. After receipt of your catalog, supplier information page, and encryption software if needed, testing will begin on our test site.  After a successful test order, you will be moved to production.  After a successful production test, you are ready to accept orders.

CONGRATULATIONS ….YOU ARE NOW A DOD EMALL SUPPLIER!

