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Guidelines for Modification File Preparation Template

(Delete this and everything above it when using the form. Do not fill out online. See Using forms and letters.)
Guidelines for MODIFICATION FILE PREPARATION

· Modifications are required to be set up as follows:

· Left Side:
Modification (Unilateral:  2 copies: Bilateral:  3 copies)


Execution/Transmittal Letter

· Right Side:
All Supporting File Documentation


Use a Modification - Table of Contents form as a cover.

· Main red contract file containing the contract and all modifications must be submitted with the modification for review.

Incremental Funding:



Memorandum or e-mail from Project Officer recommending funding action.  Should include discussion

of spending.  Is spending on target?  If not, justify why the increment should be funded especially if

a significant under-run is anticipated.  How will a potential overrun be handled?



Memorandum to File (You may use the Incremental Funding Action (IFA) Memo from OA Templates or create your own.)

Narrative should identify the amount obligated, period covered, whether spending is on 

target and, if not, address how any potential underrun or overrun will be handled.

Supplements (i.e. cost overrun, change order, new work):



Correspondence from Contractor requesting action - Includes letters, proposals, etc.



Request for Change to Active Contract form with the Project Officer's explanation/justification 

for funding the overrun, change order, or new work. 



JOFOC (Justification for Other than Full and Open Competition) – (If required)

_______
Small Business Subcontracting Plan Update - required for all supplements over $500,000 and any subcontract over               $500,000.



Memorandum to File: This memorandum must support the type of action (i.e. overrun, change order, new 

work), and refer to the appropriate (attached) documentation.  Be specific e.g. document why action is

being handled as a change order vs. an overrun or why the effort is or is not new work. If new work,

a JOFOC is required.  Memo should include analysis of costs and negotiation results.  

_______

Include all appropriate Determination and Findings (D&Fs) and Clearances.

Other Actions: (i.e. subcontract consents, consultant, travel, equipment approvals, key personnel changes, etc.)


Correspondence from Contractor requesting action - Includes letters, proposals, price quotes, etc.



Memorandum to File: This memorandum must support the type of action and refer to the appropriate (attached)

documentation. Project Officer concurrence must be provided on all applicable documents

________
Include all appropriate D&Fs and Clearances.

Include the following in ALL modification file documentation, as appropriate:



Transmittal/Execution Letter(s)



Modification Document



Modification - Table of Contents (Copy attached.)



Status of Funds (SOF) -  signed and dated by CS.  SOF should contain an explanation of the figures. 



Requisition (Signed by AO with verified CAN[s] and dollar amount[s])



DCIS Printout. (UNILATERAL) -Input action when mod is prepared.  DO NOT INPUT UNLESS

 REQUISITION HAS BEEN APPROVED.  Provide printout.  

(BILATERAL) - Input action AFTER mod is returned by Contractor.  DCIS allows corrections to mod entries.



ADB Printout.  For both UNILATERAL and BILATERAL, input action in ADB when mod is prepared.

Provide printout.  BC will approve when they review/sign.  If the action does not reflect a 

change to information in the ADB database, do not enter mod data in ADB.  ADB mod 

 numbers are not synchronized with contract mod numbers.



MERLIN Printout (Enter new mod #, cumulative obligation, fund thru date, check mark on funding 

screen to reflect obligated amount and amount of supplemental, if applicable.)

MODIFICATION  - TABLE OF CONTENTS

CONTRACTOR:









CONTRACT NO:




MOD #:   


TASK ORDER:




MOD #:   


CHECK ALL THAT APPLY:

· Execution / Transmittal Letter(s)

· Modification

· Memorandum to File with Attachments (i.e. contractor’s request, proposal, other documents)

· Status of Funds (If applicable)

· E-mail or memo from Project Officer with recommendation for funding action (If applicable)

· Requisition (If applicable)

· Request for Change to Active Contract (If required – prepared by PO w/signatures)

· JOFOC (If required for new work, cardinal changes, etc.)

· MERLIN

· DCIS

· ADB (If applicable)

PREPARED BY:   





DATE:   





REVIEWED BY:  





DATE:   
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