
Sample CHINFO Advisory Email to Captain for the Commanding Office (i.e., Admiral Lewis) (Also attach the CHINFO announcements with the email at the same time)

Notes:

In general, this advisory email and CHINFO notifications are to be submitted at the same time when you send the CHINFO to the Public Affairs Office.  Only need one (1) email for Multiple Award Contracts. 

Field offices (SSC Pacific and SSC Atlantic) – Submit the advisory email and CHINFO announcements directly to Captain and copy the HQ Policy Inbox at HQ_CONTRACTS_POLICY@navy.mil. 

HQ 2.0 Contracting personnel – Submit the advisory email and CHINFO announcements directly to the 2.0 Captain.)

****************************************

Captain,

This is an upcoming award for (Name of Awardee) in supporting of (Name of Primary Sponsor).   See below for a brief summary of the contract award for Admiral Lewis’ awareness prior to CHINFO notice.

(This is a brief excerpt from the official CHINFO announcement).

(Name of Awardee(s), Location of Awardee(s)), is/are being awarded in the amount of (enter award amount), an indefinite-delivery/indefinite quantity (IDIQ) cost-plus-fixed-fee contract (CPFF), (NXXXXX-XX-D-XXXX) for (provide a short project description). 

[bookmark: _GoBack]There are five (5) awardees for the Multiple Award Contracts.  All awardees will have the opportunity to compete for task orders during the ordering period.  This three-year contract includes two one-year options which, if exercised, would bring the potential value of this contract to (enter amount). Work will be performed in San Diego, California (XX percent if applicable), and outside continental U.S. locations (XX percent if applicable). The period of performance of the base award is from October 6, 20XX through October 5, 20XX.

(Alternatively for sole source procurement) 

This contract is awarded as a sole source under the under the authority of 10 U.S.C. 2304(c)(1) - “Only one responsible source and no other supplies or services will satisfy agency requirements”.


