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 REPLY TO

ATTENTION OF:

SFCA-NR-CDCC







           11 March 2003

MEMORANDUM FOR All Acquisition Personnel Assigned to the Capital District Contracting

Center (CDCC) and Subordinate Directorates of Contracting (DOC)

SUBJECT:  Policy/Compliance Branch Standard Operating Procedure (SOP) Number Nine (9) - 

Renewal of Options

1.  PURPOSE:   The purpose of this SOP is to establish guidelines and procedures for the issuance of option renewals to ensure the mission is met and all requirements are awarded in accordance with regulations.

2.  REFERENCE:  FAR 17.2, DFAR 217.202 and AFAR 5117.204, 5117.290 – Options.

3.  APPLICABILITY:  This SOP applies to all personnel responsible for administration of contracts with options.

4.  PROCEDURES:  

a.  One hundred and fifty days prior to the present year’s contract completion, a memorandum shall be sent to the requiring activity requesting whether they desire to renew (Encl 1).

b.  The checklist in enclosure two shall be used on all option renewals and be included in the contract file (Encl 2).

c.  If the requiring activity prefers not to renew, obtain past performance information to support this decision and document it.  No less than sixty (60) calendar days before the expiration of the current contract, a letter notifying the contractor of our intent not to renew shall be sent.

d.  If the requiring activity prefers to renew, enclosure three and four shall be sent to the contractor to inform them of our intent to exercise the option no less than sixty (60) calendar days prior to the expiration of the current contract regardless of the stipulation made in FAR 52.217-9 to the contrary.  If the contactor falls under FAR part 19, enclosure four will not be sent (Encl 3&4).
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e.  In accordance with FAR 17.207(d)(2) an informal analysis or market survey of surrounding bases/posts/installations shall be conducted to determine if similar services are being procured with comparable quantities and at what prices.  Documentation of this survey shall be made on enclosure five using enclosure six as help.

f.  After verifying and documenting that exercising the option is advantageous to the government because of its better pricing and/or because of timely delivery and/or the continuity of service is completed, a determination of contractor responsibility shall be made using enclosure seven.  Paragraph f does not apply to contractors that fall under FAR part 19.

g.  Enclosure eight shall be used to make a determination and findings to exercise the option.

h.  All above documentation shall be on file under the index provided as enclosure nine.

5.  EFFECTIVE DATE:  This policy is effective 11 March 2003 and remains effective until rescinded by the Director.  The above stated criteria shall be followed when completing solicitation packages and applies to the CDCC as well as all DOCs.
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DEBORAH L. BUTERBAUGH

Procurement Analyst
Approved by:_______________________

                      LENORA CLARK-EVANS

                      Director
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