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INSTRUCTIONS

Although the form is predominately self-explanatory, guidance is provided below to assist in its completion.

Part I

A 
Self-explanatory

B 
It is important that the type of funding be proper for the type of work contemplated. Before this action is ready for processing by the Technical Assistance Office or Contracts, it must be processed through Budget. As a rule of thumb, actions should be fully funded. When incrementally funded, enough funding to allow for 25% of the effort is generally considered the minimum that should be included on the basic order. Exceptions to this guideline should be referred to the cognizant Branch Head.

C 
Self-explanatory

D 
Self-explanatory

E 
Self-explanatory

F 
Self-explanatory

G 
Self-explanatory

Part II

A Self-explanatory

B 
This requires two reviews by the Contract Specialist. Confirm that the Statement of Work supports your decision. Legal counsel assistance should be obtained when in doubt. 

C 
The Contract Specialist should indicate the date recommendations were obtained. It should be noted that this form contemplates negotiations will not be necessary for the majority of delivery/task orders due to the pre-planning and collaboration of the parties. In the event negotiations are required, a separate Memorandum summarizing those discussions shall be attached. (T&M - for direct labor and indirects, state basic contract.)

D
If other than the fee in the basis is used for this action, a separate memorandum must be attached.

E

Self-explanatory

F

Self-explanatory


