Go-Learn.gov Licensure


Purchasing and Billing Information 

for GoLearn.gov Licenses

Each Agency’s primary Point of Contact, as liaison to the Department for eLearning, will coordinate the purchasing and billing responsibilities within the Agency and between the Agency and the Department for licenses purchased from GoLearn.gov.  Procedures for the purchase and billing of licenses across available courseware libraries are delineated below.   

1. To determine current pricing for on-line courseware through GoLearn.gov and discounts available, contact Jeff Shen at 202-720-0102 or email him (Jeffrey.Shen@usda.gov).

2. Jeff Shen will email to the Agency Point of Contact a Customer Agreement form for your Agency’s budget officer to complete.

The instructions for completing the Customer Agreement form are as follows:

Please complete the following fields on the attached document, with a signature of the budget officer in the bottom left signature block, and fax back to Jeffrey Shen at 202-720-9148.   Jeff  will forward the completed form to Go-Learn.gov. The fields are:

Customer Billing Address

Customer Point of Contact  (Phone Number, Fax Number, Email Address)

Customer's Miscellaneous Order Number (MO)

Customer Agency Location Code (ALC)

Dollar Amount

According to the agreement with USDA and GoLearn.gov, GoLearn.gov will bill your organization using the Intragovernmental Payment and Collection  (IPAC)  system.
3.   Obtain approvals for training funds using your Agency’s procurement and funding procedures  

      and controls.  Fax the completed agreement to Jeff Shen at 202-720-9148.

4.   To activate the licenses, GoLearn.gov must have from the Agencies a name list containing the                                                            

following information for every employee who is getting a license:

· The first name, middle initial, last name; and

· The email address associated with the employee’s name.

      The list may follow the Customer Agreement form which will identify how many of which 

      licenses an Agency is ordering and the total expenditure.

      Please note:   Each agency will be responsible for maintaining a list of names of 

      employees holding licenses, the employee’s email address and, for renewal purposes, a 

      notation indicating the month and year the license was purchased.  Agencies will be 

      responsible for tracking the number of unassigned licenses they have in order to fill them.

5.   Each Agency will be responsible for ensuring that the number of names on the list 

      does not exceed the number of licenses purchased.  Further, Agencies will maintain 

      information on their unassigned licenses and will be responsible for filling them.  

      Licenses may not be reassigned once assigned by GoLearn.gov.
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