June 14, 2011

MEMORANDUM TO: Those on the Attached List

FROM: Virginia A. Huth, Director /RA/
Division of Contracts
Office of Administration

SUBJECT: END OF FISCAL YEAR CONTRACT AWARDS

As you know, this has been an unusually difficult year due to the very late budget. In the
Division of Contracts, the challenge of awarding contracts by the end of the fiscal year will be
exacerbated by staffing shortages. While we are planning to hire staff internal to the agency,
are planning for overtime, and are augmenting staff with contractor assistance, the combination
of a very late budget and shortage of experienced staff will significantly increase the risk that the
Division of Contracts will not be able to obligate all FY11 funds before the end of the fiscal year.

To mitigate this risk, | am asking for your assistance in two ways:

First, submit complete and accurate packages as soon as possible. Incomplete or inaccurate
packages take more time to process and risk not getting awarded in FY11.

While there is no official deadline after which contracts will not be awarded, larger and more
complex awards generally require a great deal of lead time and should be submitted as soon as
possible. Smaller and less complex contracts, task orders, and modifications require far less
lead time, but due to high volumes, these should also be submitted as soon as possible.
Recognizing that mission critical projects are a priority and that lead times vary, as a general
matter, work will otherwise be prioritized on a first-come-first served basis.

Second, | would like to request that Offices strongly consider detailing their staff with 1102
qualifications to the Division of Contracts as early as practicable, recognizing they do have
significant work commitments within their home office. As last year, such staff do not need to
physically relocate to the Division of Contracts. The additional staff in Division of Contracts will
help ensure that your awards are made timely.

The Division of Contracts remains committed to processing as many awards as possible prior to

the end of the fiscal year and appreciates your support in achieving this goal.

CONTACT: Jill Daly, DC/POT
(301) 492-3607
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SUBJECT: END OF FISCAL YEAR CONTRACT AWARDS
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Beth Hayden, Sr. Advisor
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