 (Use Official Letterhead)

MEMORANDUM FOR DHRA PROCUREMENT SUPPORT OFFICE (PSO)

ATTN:  Contracting Officer
SUBJECT:  Exercise of Option Period _____, for the period of Day Month Year to Day Month Year.

Reference:  
Contract Number
_______________________________


    
Contractor                
_______________________________

I have reviewed the subject contract option period and determined:

_____ There is not a continuing need for the subject services/supplies.  I will submit a performance rating on the Contractor Performance Assessment Report (CPAR) within two weeks of the contract expiration date:  Day Month Year.

_____ There is a continuing need for the subject services/supplies and:

_____
Funds have been budgeted/are available for the requirement.  The funded Purchase Request will be submitted to the PSO no later than Day Month Year (Enter date - 45 days prior to contract expiration).

_____
I have reviewed the PWS/SOW and determined that changes:



____ Are not required.



____ Are required and are outlined in an attachment to this memo.

_____
I have researched the current marketplace and the option price remains fair and reasonable and is comparable to the current marketplace.

_____ 
I have submitted my evaluation of the contractor’s performance via a Contractor Performance Assessment Report (CPAR).  

_____________________________




______________
Contracting Officer’s Representative




Date
