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Attachment 2
NOAA ACQUISITION AND GRANTS OFFICE (AGO)
[bookmark: _GoBack]TRANSMITTAL MEMORANDUM
		
		
MEMORANDUM FOR:	Mitchell J. Ross 
	NOAA Senior Bureau Procurement Official

	Jeffrey S. Thomas
	Deputy Director, AGO	

FROM:	Insert the Division Director or Deputy Director Name
Director or Deputy Director, _______ Acquisition Division or Grants Management Division 

THRU: (if applicable) 	Insert name of additional personnel who should review and/or approve prior to submission to the SBPO or AGO Deputy Director (i.e. Office of General Counsel or Policy and Oversight Division)

SUBJECT:	Action or Information (select one): Indicate the subject of action being requested or the information being provided

DATE: 	June 2, 2016


Action or Information (select one): In this section, provide a one-line description of the document(s) submitted as an action,  indicate your review of the document, and state the required action, such as review, approval, signature or other action. Any document(s) provided for information purposes should include reason for submission of the document. This section should conclude with a specific recommendation for approval or disapproval.

Example: Attached for your review and approval is a request for the Delegation of Source Selection Authority (SSA), submitted by ______Acquisition Division, on behalf of ______Line Office.  I have reviewed the document and recommend that you approve by signing in the designated area on page 2.  This request for Delegation of Source Selection Authority is in compliance with the NOAA Acquisition Manual 1330-15.303 for a source selection of an acquisition between $10M and $50M. 
   

Background:  Provide context regarding the recommended action or information being provided.  This section should discuss the key elements that the Director and/or the Deputy Director need to know under the circumstances. A detailed analysis is not necessary.  
· References to the FAR, statutes, regulations, sources, or other documents included in the text of the document(s) shall be provided as an attachment(s) and highlight all relevant sections. 
· Include a copy of the source document, which generated the requested action (i.e. a copy of the e-mail from DOC for example or other office).

Example: This request for Delegation of Source Selection Authority has been made in compliance with the requirements of the NOAA Acquisition Manual (NAM) 1330-15.303 for a source selection of an acquisition between $10M and $50M for FAR Part 15 SSA delegations. The individual proposed for the re-delegation is __________, the Deputy Assistant Administrator for _____Line Office.  

Other Information: Discuss other information that is relevant such as other individuals or organizations who have reviewed the document.  Describe the final disposition of the document and who is responsible for ensuring the document get to its final destination after approval.

Example:  _______Acquisition Division has obtained the concurrences required by NAM 1330-15.303. Once we receive your approval, the _______Acquisition Division will be responsible for providing the approved request for Delegation of SSA to the ________Line Office.  .

Point of Contact: Insert a one-line sentence to introduce the point of contact responsible for responding to any questions, comments, recommended changes, or edits (if necessary) after the review by the AGO Director or Deputy Director. If revisions, edits, or changes are necessary, the point of contact from the Division submitting the document would be responsible for the changes. 

Example: Questions, comments, or changes pertaining to this request of action or information briefing (choose one) should be directed to (insert name), at (insert email address), or by telephone at (insert phone number). 

Attachments: List and attach any references to the FAR, statutes, regulations, sources, or other documents.

Example: 

Attachments

1. Request for Delegation of Source Selection Authority for ______, Deputy Director of ____Line Office

2. Copy of NAM 1330-15.303
