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	       DATE:
	

	
	

	  REPLY TO

ATTN OF:
	KEW-__



	
	

	SUBJECT:
	Request for Contract Amendment (or New Contract)

Contract Number:

Project Number:

Project Title:

Contractor:

Budget Period:


Brenda S. Heister, Contract Specialist

Purchasing and Property Management – CP-4

Please (award a new contract to)(amend the existing contract with) (Contractor name).  The Statement of Work (SOW), Budget, and Work Schedule (including forecast of monthly expenditures tied to specific contract tasks) are attached.  The Work Schedule is a planning document and is for your information only.  Please do not include it in the contract award.

I have reviewed the SOW and find that the objectives and tasks match those presented in the original project proposal reviewed by the Northwest Power and Conservation Council during  the (Province name) Provincial Review.  In addition, I have determined that any necessary modifications to those objectives and tasks that may have been recommended by the Council, or by BPA in its decision document, have been reflected in the SOW.

I have reviewed the proposed SOW for this project with (name), Environmental Planning and Analysis (KEC) regarding National Environmental Policy Act requirements and any Endangered Species Act requirements that may apply, and have received clearance to proceed with contracting (attach NEPA clearance).

I have reviewed the associated budget and used the following check list of items to determine if they are fair and reasonable estimates of goods and services necessary to perform the work described in the SOW.

	1. Direct Labor:  a) All positions listed in the budget are necessary to complete the work, and b) time allotted to perform the work is appropriate for the defined tasks.


	Yes

a.  FORMCHECKBOX 

b.  FORMCHECKBOX 

	No

 FORMCHECKBOX 

 FORMCHECKBOX 

	N/A

 FORMCHECKBOX 

 FORMCHECKBOX 


	2. Travel and Per Diem:  a) All travel listed in the budget is critical to the successful completion of the project, and b) travel costs are fair and reasonable.


	Yes

a.  FORMCHECKBOX 

b.  FORMCHECKBOX 

	No

 FORMCHECKBOX 

 FORMCHECKBOX 

	N/A

 FORMCHECKBOX 

 FORMCHECKBOX 


	3. Supplies and Equipment:  a) All items listed appear to be necessary to complete the work outlined, and b) cost estimates for these items are fair and reasonable.


	Yes

a.  FORMCHECKBOX 

b.  FORMCHECKBOX 

	No

 FORMCHECKBOX 

 FORMCHECKBOX 

	N/A

 FORMCHECKBOX 

 FORMCHECKBOX 


	4. Subcontracts:  a) All subcontracts listed in the budget are necessary to complete the work outlined, and b) the subcontracts have or will be awarded on a competitive basis, or sole-sourced with justification.  c) A detailed budget estimate for each subcontract is included with the summary budget.


	Yes

a.  FORMCHECKBOX 

b.  FORMCHECKBOX 

c.  FORMCHECKBOX 

	No

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	N/A

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 



(If “No” is checked for any above, describe the reason for checking “No” and any suggested remedy).

Reporting Requirements

Quarterly Progress Reports:  The Contractor must submit quarterly reports that coincide with the Federal fiscal year, i.e. December 31, March 31, June 30 and September 30 of each year.  These quarterly reports are due to the COTR no later than two weeks after the end of the quarter. 

Annual Report:  The Contractor must submit an Annual Report due no later than 30 days after the end of the annual performance period.

BiOp Reports (if applicable):  The NOAA Fisheries’ 2000 Biological Opinion reporting requirements for this contract have been coordinated with (name), the KEW H-Lead for this type of project, and they are as follows:  (Identify the specific RPA(s) that this project/contract addresses and the specific format and content for the deliverables as determined between the COTR and the H-Lead in KEW.)  

Payment Terms:  Net 30 days (unless we have made an agreement with the contractor for something different – the CO must approve anything other than 30 days)
Other Changes in Contract Terms:  Please add the “Setting the Accrual Limitation (Spending Cap)” clause and the “Accrual Limitation (Spending Cap)” clause to the contract. 

Contract Amendments only (delete this paragraph if this is a new contract):

Requested Award Amount:  The budget amount for this new performance period is $ Line 1.  For the period of October 1, 2003 through September 30, 2004, the Accrual Limitation (Spending Cap) under this contract is $ Line 7.  The outstanding contract balance available for offset in the contract is $ Line 18.  The amount to be (added/subtracted) by this amendment is $ Line 19.  This amendment authorizes spending through September 30, 2004.  (This last amount should match the dollar amount on the requisition.) COs: Please include this paragraph, minus italicized remarks, in the cover letter to the contractor.
New contracts only (delete this paragraph if this is a contract amendment):

Requested Award Amount:  The budget amount for this performance period is $ Line 1.  For the period of October 1, 2003 through September 30, 2004, the Accrual Limitation (Spending Cap) under this contract is $ Line 7. (This last amount should match the dollar amount on the requisition.) (If this contract is replacing an existing contract, please indicate that the contract will be closed out, and the amount to be de-obligated.)  COs: Please include this paragraph, minus italicized remarks, in the cover letter to the contractor.
Sole Source Justification: (If applicable, and after consultation with the CO)
Additional information: Other information that you feel the Contracting Officer needs to know before making the award, or you would like included in the contract, such as request for pre-award costs or a Written Authorization to begin work, discussion of property being purchase, etc.

If you have any questions, please contact me at extension _______.
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