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SOURCE SELECTION PLAN

FOR THE

____[fill-in] ACQUISITION

1. PURPOSE

The purpose of this source selection plan is to provide for the selection of ____[insert number of expected awards]_______ whose proposal(s) represents the best value to the Government to provide _______[insert a short description of what will be procured]_______ considering technical, cost and other factors, consistent with the criteria specified in the Request for Proposals (RFP).  This plan provides guidance to the members of the Source Selection Team (SST) in the evaluation of proposals submitted under this ____[insert type of acquisition; e.g., full and open competitive]_____ acquisition.  The SST consists of the Source Selection Authority (SSA), the Procuring Contracting Officer (PCO), the Source Selection Advisory Council (SSAC), the Source Selection Evaluation Board (SSEB) and the Cost Evaluation Team (CET).  The source selection duties of the SST will take precedence over their normal duties. This should be made known to both the individuals and their supervisors prior to appointment by the SSEB and SSAC Chairs.

1.1  BACKGROUND


___[insert short description of the need for this acquisition]______

The objective of this acquisition is to procure ______[insert a short description of what will be procured, e.g., # of staff hours, type and quantities of hardware or software to be delivered]______.

The ____[insert type of acquisition; e.g., full and open competitive]_____ evaluation of proposals submitted in response to the RFP will be conducted on a best value basis as described in Attachments 1 through 3.  Attachment 1 provides Instructions to Offerors for submitting their proposals.  Attachment 2 describes the Government’s evaluation criteria.  Attachment 3 includes evaluation forms that evaluators will use to document their findings and conclusions.

1.2 CONTRACT TYPE

The Government contemplates award of ___[insert number of contemplated awards]_______[insert contract type; e.g., Cost-Plus-Fixed Fee (CPFF), Indefinite Delivery, Indefinite Quantity (IDIQ), Delivery Order (DO)]_____ contract. 

1.3  PROCUREMENT INTEGRITY

All personnel involved in the selection process are considered to be “procurement officials” and will be familiar with and comply with Federal Acquisition Regulation Part 3 and section 27 of the Office of Federal Procurement Policy Act (41 U.S.C. 423).

1.3.1 Statement of Non-Disclosure and Statement of Financial Interest

All members of the SST will complete a “Statement of Non-Disclosure and Statement of Financial Interest” form (Attachment 4) and provide it to the Contracting Officer before commencing their involvement.

1.3.2 Recusal
The Contracting Officer will review all statements of non-disclosure and financial interest for possible conflicts of interest.  If an actual or potential conflict of interest is found to exist, the Contracting Officer, after consulting with legal counsel, will recuse the person from participation in the selection process.

2. SOURCE SELECTION PROCESS

The Government intends to award one contract to the responsible offeror whose proposal represents the best value after evaluating proposals in accordance with the factors in the RFP.  

2.1 ORGANIZATION AND RESPONSIBILITIES

2.1.1   Organization

The organization for the SST is as follows:

(a) Source Selection Authority (SSA) – ____[insert name, title]_______

(b) Procuring Contracting Officer (PCO) – ____[insert name, title]_____


Contract Specialist – _____[insert name, title]_____
(c) The Source Selection Advisory Council (SSAC):

      Chair:  ____[insert name, code]_____
      Members:  ____[insert name, code]_____
     ____[insert name, code]_____
                        ____[insert name, code]_____
                        ____[insert name, code]_____
                        ____[insert name, code]_____
                        ____[insert name, code]_____
                        ____[insert name, code]_____
           ___[insert name]_____, SPAWAR 00C-1 (Non-voting member)

(d) The Source Selection Evaluation Board (SSEB):

     Chair:  ____[insert name, code]_____
     Members:   ____[insert name, code]_____
     ____[insert name, code]_____
                        ____[insert name, code]_____
                        ____[insert name, code]_____
                        ____[insert name, code]_____
                        ____[insert name, code]_____
                        ____[insert name, code]_____
           ___[insert name]_____, SPAWAR 00C-1 (Non-voting member)

(e) The Cost Evaluation Team (CET):

      Chair:  ____[insert name, code]_____

      Members:  ____[insert name, code]_____
                        ____[insert name, code]_____
                        ____[insert name, code]_____
           ___[insert name]_____, SPAWAR 00C-1 (Non-voting member)

2.1.2 Source Selection Authority (SSA)

The SSA is responsible for making the source selection decision.  In addition, the SSA will ensure that the entire source selection process is properly and efficiently conducted in accordance with this Source Selection Plan (SSP) and applicable regulations; ensure that an evaluation group structure is established and properly employed; provide appropriate guidance and special instructions for the conduct of the evaluation and source selection process; ensure that conflicts of interest, the appearance of conflicts of interest, and the premature or unauthorized disclosure of source selection information are avoided; make the decision as to the source(s) after review and consideration of all information and data, ensure that the final source selection decision and supporting rationale are adequately documented before contract award is announced; execute a document summarizing the rationale for his award decision; and authorize award of the contract(s).

2.1.3 Procuring Contracting Officer (PCO)

The Procuring Contracting Officer (PCO) will prepare the solicitation and contract(s) consistent with the SSP and applicable regulations, as well as any necessary contract award documents; will ensure the proper and effective conduct of the evaluation and selection process in accordance with this plan; will determine the competitive range and conduct discussions, if required; and will distribute proposals and any other necessary documentation to the SST.  The Contracting Officer will be the sole person through whom communications with offerors are conducted and will decide whether, and under what circumstances, source selection material will be released.   The Contract Specialist will assist the PCO in the performance of his duties.

2.1.4  Chairperson, Source Selection Advisory Council (SSAC)

The Chairperson will participate in the SSAC and coordinate the preparation of a detailed written report of the SSAC’s findings and recommendations.  The report will be signed by all SSAC members.  If the SSAC is unable to reach a unanimous agreement on the source selection recommendations, the Chairperson will forward to the SSA minority reports prepared by the dissenting SSAC member(s).

The Chairperson is responsible for ensuring the SSAC performs its duties in accordance with the SSP and applicable regulations.  The Chairperson will review the RFP prior to issuance; brief the SSAC members concerning the safeguard of source selection information, convene the SSAC and preside over SSAC meetings; provide updates, as required, to the SSA on the progress of the evaluation; and forward any questions or requests for additional information to the PCO.

2.1.5 Source Selection Advisory Council

The SSAC will make the best value source selection recommendation to the SSA in accordance with this SSP.  The SSAC will provide updates, as required, to the SSA on the progress of the evaluations.  The SSAC will review the SSEB report to ensure it is sound, objective, and adequately supported.  If additional information is required, the SSAC Chairperson will direct the SSEB to provide it.  The SSAC will ensure that a cost/price analysis of the proposals are conducted and that it is sound, objective, and adequately supported and will review the CET report received from the CET.  If additional information is required, the SSAC Chairperson will direct the CET to provide it.  The SSAC will utilize the SSEB and CET reports as part of its decision making process and will document and preserve the findings and recommendations of the SSAC in a report issued to the SSA.  The SSAC Report will describe how the overall technical ratings of the proposals and the best value recommendations were determined, will state whether mandatory requirements have been satisfied, and will demonstrate that that the evaluation was fair, comprehensive, and performed in accordance with the SSP and Sections L and M of the RFP.  The SSAC report will make source selection recommendation(s) to the SSA, including identifying those offerors that should be placed in the competitive range if a competitive range is established.  The SSAC report will also recommend discussion topics and questions/statements that may help to identify a proposal’s weaknesses, significant weaknesses and deficiencies, if any, and any adverse past performance information to which an offeror has not had an opportunity to respond.  The SSAC report will be signed by all SSAC members.

2.1.6 Chairperson, Source Selection Evaluation Board (SSEB)

The Chairperson will participate in the evaluation, will convene, preside over, and ensure proper conduct of the SSEB, will ensure safekeeping of the proposals and working papers, and will coordinate the preparation of a detailed SSEB report.  This report will summarize each proposal and rate each proposal for each evaluation factor and subfactor, discussing the strengths, weaknesses, significant weaknesses, risks, and deficiencies in each proposal.  The report will also state those areas in which a proposal fails to conform to RFP requirements, as well as whether additional information is required to resolve uncertainties or ambiguities in the proposal.  In the event a proposal fails to conform to the RFP requirements, the report will also state whether, in the SSEB’s opinion, the deficiencies can be corrected following discussions with a reasonable amount of effort, or whether the proposal would instead require major revisions to become acceptable.  The report will be signed by all SSEB members.  If the SSEB is unable to reach unanimous agreement on the content of the report, the SSEB Chairperson will forward minority reports prepared by the dissenting member(s) to the SSAC.

2.1.7 Source Selection Evaluation Board

The SSEB will evaluate each non-cost portion of an offeror’s proposal and oral presentation in accordance with the SSP and Sections L and M of the RFP, including a written narrative identifying proposal areas which are deficient or in need of clarification or substantiation and rate the proposals in accordance with the guidelines set forth herein.  Proposals requirements are documented in Section L – Instructions to Offerors (Attachment 1).  Evaluation criteria are documented in Section M – Evaluation Factors for Award (Attachment 2).  The SSEB will provide suggested topics for discussions, if discussions are held.  The SSEB will provide such briefings and consultations concerning the evaluation as required by the SSA or SSAC.  The SSEB ____[insert “will,” “will not”, or describe the circumstances under which the SSEB will have access to cost information]_____ have access to cost information during their evaluation.
2.1.8 Chairperson, Cost Evaluation Team (CET)

The CET Chairperson is responsible for ensuring the CET performs its duties in accordance with the SSP and applicable regulations.  The Chairperson will brief CET members concerning the need to safeguard source selection information; convene the CET and preside over CET meetings; act as the liaison between the CET and the SSAC; reconcile disagreements between CET members and document the rationale for those differences if unresolved; and will coordinate the documentation and preservation of the findings of the CET and provide a written report to the SSAC that summarizes the methods and results of the CET’s cost/price evaluation, including a recommended total evaluated cost.

2.1.9 Cost Evaluation Team

The CET will review and evaluate each cost/price proposal against the requirements of the RFP; verify that the labor hours/labor mix offered in the technical proposal are the same as those offered in the cost/price proposal, and analyze any inconsistencies; verify that the proposed cost/prices are realistic and reasonable and contact the Defense Contract Management Agency (DCMA) and Defense Contract Audit Agency (DCAA) when necessary (e.g. DCAA rate check); verify that the costs for all cost elements (e.g., direct labor, other direct costs, indirect costs) are reasonable and realistic for the work to be performed; and provide recommended questions, statements, or topics for discussion based on the results of the cost evaluation; and provide briefings and consultations concerning the cost/price evaluation as required by the SSA or SSAC.

2.1.10 Legal Advisor

A legal advisor will be appointed to the SSAC, SSEB, and CET as a non-voting member.  The legal advisor will assist in the preparation of the SSP and the RFP; provide background and opinions on the legal aspects of the source selection process to the SSA, SSAC, SSEB, and CET; review the SSEB, CET and SSAC reports for legal sufficiency; and review the proposed contract(s) for form and legality prior to award.

2.2 SECURITY OF PROPOSALS AND SOURCE SELECTION INFORMATION

The sensitivity of competitive source selection information dictates absolute security throughout the entire proceedings, including the actions of all personnel associated with the evaluation and administration of proposals, the deliberations of the various boards, and presentations to higher authority.  Unauthorized disclosure of source selection information is against the law and can be damaging to the Navy’s interests, both in terms of (1) criticism resulting from failure to conduct business affairs properly and (2) the loss of the competitive environment essential to the source selection process.  Accordingly, SST members will take appropriate steps to ensure the proposals and other source selection information are adequately safeguarded.  Support contractors will not be utilized during any phase of the source selection process.

2.3 RULES OF CONDUCT

All source selection participants will adhere to the following rules of conduct:

(a) Do not discuss proposals, findings, recommendations, etc., outside working places or within hearing range of individuals not participating in the source selection.  This is especially true when in lunchrooms, at public gatherings, in rest rooms, on public conveyances, or among personal friends or colleagues who are not participants.

(b) Do not assume it is safe to discuss the source selection because you are among Government employees or in Government buildings.

(c) Do not accept an invitation from an Offeror or any of its personnel to participate in any event/function, regardless of how remote it may be from the source selection process, without consulting and obtaining the approval of the legal advisor.  Standards of conduct/conflict of interest questions should be referred to the legal advisor as soon as they arise.

(d) Do not discuss any part of the source selection with anyone not a member of the source selection team, even after announcement of a winning contractor.  This rule is applied regardless of the rank or position of the inquirer, except with written permission of the SSAC Chairperson and Procurement Contracting Officer (PCO).

(e) Do not discuss the procurement with any person not part of the source selection team.  Do not confirm your participation in the evaluation, the number or identities of evaluators, the number or identities of Offerors, or any other information related to the procurement, no matter how innocuous or trivial it may seem.  Any contacts from persons not involved in the source selection process should be reported immediately to the SSAC Chairperson and the PCO.

(f) Execute a “Nondisclosure Agreement and Statement of Financial Interest.” (Attachment 4)

2.4 ADJECTIVAL RATINGS 

In evaluating proposals, the SSEB will assign adjectival ratings to the evaluation factors identified in the RFP (see Attachments 1 and 2).  In addition, the SSEB will assign either a “Pass” or “Fail” rating when evaluating whether the offeror has proposed to satisfy the mandatory requirements stated in the RFP.  

2.5 
COST/COST-REALISM ANALYSIS

The Government will evaluate the offeror’s proposed costs in accordance with Attachment 2.  

2.6
SCHEDULE OF SIGNIFICANT EVENTS

Award Without Discussions

	Milestone
	Date

	Synopsis Released
	____[fill-in]____

	Acquisition Plan Approved
	____[fill-in]____

	Source Selection Plan Approved
	____[fill-in]____

	RFP Issued
	____[fill-in]____

	Proposals Received
	____[fill-in]____

	Initial SSEB Report Complete
	____[fill-in]____

	Initial SSEB Briefing/Best Value Recommendation to SSAC
	____[fill-in]____

	SSAC Report and Initial SSAC Briefing to SSA
	____[fill-in]____

	Source Selection Decision
	____[fill-in]____

	Contract Award
	____[fill-in]____


Award With Discussions (see above for prior to TEB Report Milestone)

	Milestone
	Date

	Initial SSEB Report
	____[fill-in]____

	Initial SSAC Report and Initial SSAC Briefing to SSA
	____[fill-in]____

	Competitive Range Determination/Commence Discussions
	____[fill-in]____

	Face-Face Discussions Complete
	____[fill-in]____

	Request for Final Proposal Revisions Issued
	____[fill-in]____

	Final Proposal Revisions Received
	____[fill-in]____

	Final SSEB Report
	____[fill-in]____

	Final SSAC Report
	____[fill-in]____

	Source Selection Decision
	____[fill-in]____

	Contract Award
	____[fill-in]____


ATTACHMENT 1
SECTION L – INSTRUCTIONS TO OFFERORS

____[insert Section L of RFP]_______

ATTACHMENT 2

SECTION M – EVALUATION FACTORS FOR AWARD
______[insert Section M of RFP]_____

ATTACHMENT 3

EVALUATION FORMS
ATTACHMENT 3-1

MANDATORY REQUIREMENTS

CHECKLIST

MANDATORY REQUIREMENTS CHECKLIST

	MANDATORY REQUIREMENTS


	Pass/Fail Ratings

	_____[fill-in]_____
	

	_____[fill-in]_____
	

	_____[fill-in]_____
	


ATTACHMENT 3-2

SSEB INDIVIDUAL SUBFACTOR EVALUATION

SHEET

SSEB INDIVIDUAL SUBFACTOR SUMMATION SHEET

EVALUATOR: _____________________

OFFEROR: ________________________

FACTOR: _________________________

SUBFACTOR: _____________________

RATING: _________
	STRENGTHS:

	

	WEAKNESSES:

	

	SIGNIFICANT WEAKNESSES:

	

	DEFICIENCIES:

	

	PROPOSED DISCUSSION QUESTIONS:

	


ATTACHMENT 3-3

SSEB INDIVIDUAL FACTOR SUMMATION 

REPORT

SSEB INDIVIDUAL FACTOR SUMMATION REPORT

OFFEROR  ____________________

EVALUATOR  _________________


FACTOR ______[fill-in]____

RATING ____[fill-in]______
	STRENGTHS:

	

	WEAKNESSES:

	

	SIGNIFICANT WEAKNESSES:

	

	DEFICIENCIES:

	

	PROPOSED DISCUSSION QUESTIONS:

	


RATINGS (see Attachment 3-4)
ATTACHMENT 3-4

SSEB INDIVIDUAL EVALUATOR

RATING SHEET

ATTACHMENT 3-4

SSEB INDIVIDUAL EVALUATOR RATING SHEET

	
	Factor/Subfactor Ratings

	TECHNICAL:


	

	FACTOR 1  - ______[fill-in]_____:


	

	FACTOR 2 - ____ [fill-in]_____:


	

	_____[fill-in]______ SUBFACTOR
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]_____
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______ SUBFACTOR
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______ SUBFACTOR
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______
	


	
	Factor/Subfactor Ratings

	_____[fill-in]______ SUBFACTOR
	

	_____[fill-in]______ SUBFACTOR
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	FACTOR 3 – _____[fill-in]______:


	

	_____[fill-in]______ SUBFACTOR
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______ SUBFACTOR
	

	_____[fill-in]______
	

	_____[fill-in]______ 
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______ SUBFACTOR
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______ SUBFACTOR
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	_____[fill-in]______
	

	OVERALL RATING
	


ATTACHMENT 3-5

SSEB SUMMARY EVALUATION

RATING SHEETS

OFFEROR __________________________________________
DATE _______________

	Evaluator Name:
	________
	________
	________
	________
	Consensus

	TECHNICAL:


	________
	________
	________
	________
	_______

	FACTOR 1 – _____[fill-in]______:


	________
	________
	________
	________
	________

	FACTOR 2 – _____[fill-in]______:


	________
	________
	________
	________
	_______

	_____[fill-in]______ SUBFACTOR


	________
	________
	________
	________
	_______

	_____[fill-in]______ SUBFACTOR


	________
	________
	________
	________
	_______

	_____[fill-in]______ SUBFACTOR


	________
	________
	________
	________
	_______

	_____[fill-in]______ SUBFACTOR


	________
	________
	________
	________
	________

	_____[fill-in]______ SUBFACTOR


	________
	________
	________
	________
	_______

	FACTOR 3 – _____[fill-in]______:


	________
	________
	________
	________
	_______

	_____[fill-in]______ SUBFACTOR


	________
	________
	________
	________
	_______

	_____[fill-in]______ SUBFACTOR


	________
	________
	________
	________
	_______

	_____[fill-in]______ SUBFACTOR


	________
	________
	________
	________
	  _______

	_____[fill-in]______ SUBFACTOR


	________
	________
	________
	________
	_______


SSEB FACTOR SUMMARY REPORT
SSEB COMPOSITE OFFERORS TECHNICAL RATING REPORT

	
	OFFEROR
	OFFEROR
	OFFEROR

	
	_____________
	_____________
	_____________

	
	
	
	

	TECHNICAL:


	_____________
	_____________
	_____________

	FACTOR 1 – _____[fill-in]______:


	_____________
	_____________
	_____________

	FACTOR 2 - _____[fill-in]______:


	_____________
	_____________
	_____________

	_____[fill-in]______ SUBFACTOR


	_____________
	_____________
	_____________

	_____[fill-in]______ SUBFACTOR


	_____________
	_____________
	_____________

	_____[fill-in]______ SUBFACTOR


	_____________
	_____________
	_____________

	_____[fill-in]______ SUBFACTOR


	_____________
	_____________
	_____________

	_____[fill-in]______ SUBFACTOR


	_____________
	_____________
	_____________

	FACTOR 3 – _____[fill-in]______:


	_____________
	_____________
	_____________

	_____[fill-in]______ SUBFACTOR


	_____________
	_____________
	_____________

	_____[fill-in]______ SUBFACTOR


	_____________
	_____________
	_____________

	_____[fill-in]______ SUBFACTOR


	      _____________
	    _____________
	  _____________

	_____[fill-in]______ SUBFACTOR


	_____________
	_____________
	_____________

	TOTAL OVERALL RATING
	_____________
	_____________
	_____________


SUBMITTED BY: __________________________________________

ATTACHMENT 4

NONDISCLOSURE AGREEMENT AND STATEMENT OF FINANCIAL INTEREST FOR THE _____[fill-in]_____ACQUISITION

NONDISCLOSURE AGREEMENT AND STATEMENT OF FINANCIAL INTEREST FOR THE _____[fill-in]_____ACQUISITION

I understand that in connection with my participation in the ____[fill-in]_____ acquisition, I may acquire or have access to information relating to any aspect of that acquisition.  I hereby agree that I will not discuss with or reveal to any representative of any governmental entity, business organization, other entity, or any individual person (except persons specifically authorized by the Procuring Contracting Officer (PCO)), either within or outside the U.S. Government, any aspect of the _____[fill-in]____ acquisition.  The term “any aspect of the ____[fill-in] acquisition” includes, but is not limited to, information contained (or to be contained) in any acquisition documentation created by the United States Navy pursuant to FAR Subpart 7.1, the DoD Interim Defense Acquisition Guidebook of 30 October 2002, or SECNAVINST 5000.2B, requests for quotations/proposals, requests for information (RFI), source selection information (as that term is defined in FAR § 2.101), trade secrets and other proprietary information (18 U.S.C. §§ 1832, 1905), the number and identity of Government personnel involved, and the schedule of key technical and acquisition events in the acquisition process.  Except as specifically authorized by the PCO, release of such information is not authorized.  I agree that this obligation shall continue both during the period of my current participation and thereafter.


I recognize that a significant factor in the successful and proper completion of the ____[fill-in]____  acquisition is the strict confidentiality observed by all participants in the various evaluation, review, and discussion groups concerning all of the activities and procedures involved in acquisition development, and that failure to comply with these requirements may compromise the award decision.  I acknowledge that the unauthorized release of acquisition information may result in the termination of my participation in this acquisition.  Furthermore, I am aware that the unauthorized release of such information may subject me to criminal and civil penalties and adverse personnel actions.


In the event that I release any information described above or become aware that such information has been released by someone else, I agree to so advise the PCO.  When so advising the PCO, I will provide the PCO with the following information:  (1) the business organization or other entity, or individual person, to whom the information in question was divulged, (2) the identity of the person that disclosed the information, and (3) the content of the information.


I further affirm that, irrespective of whether I am a federal employee or a contractor employee, if I am notified of the identity of offerors, their subcontractors, joint venture partners, and team members by whatever means, I will (1) disclose to the PCO and to SPAWAR Office of Counsel whether I or any member of my immediate family* have any holdings or interest whatsoever in any offeror, their subcontractors, joint venture partners, or team members, and (2) if I or a member of my immediate family* acquire holdings or interest in any offeror, their subcontractors, joint venture partners, or team members, notify the PCO and will not participate in any aspect of the ____[fill-in]_____ unless authorized to do so by the PCO and SPAWAR Office of Counsel.  If I am a SPAWAR or PEO(C4I & Space) employee, a copy of my most recent OGE Form 450 or SF278 is on file.  If I am a federal employee but not a SPAWAR or PEO(C4I & Space) employee, I will provide the PCO with a copy of my most recent OGE Form 450 or SF278 for inclusion into the official contract file. 

_______________________________                 ___________________________

Signature and Date                                                 Organization and Office Code

_______________________________                 ___________________________

Printed Name                                                          Phone Number

* The interest of a spouse, minor child, or other member of the employee’s immediate household is reported in the same manner as an interest of the employee.

For Official Use Only


