
Notification Letter Format


4330






Ser 90C/






(Leave Blank for Date)

Corporate Officer or Program Manager

Company 

Address

Dear XXXX:



Subject:  CONTRACT NO., PROJECT NAME


A Subcontracting Program Review of the subject contract will be conducted at your (insert location) starting on (insert date) through (insert date). (If the review is conducted at the contractor’s office, be sure to request a working area for the review) The Government Team Members are:

Name
Position

Name 
Position


At (insert time) on (insert date) an in-briefing will be conducted at (insert location) to introduce the Government team members, provide an outline of the review process, and meet the (insert company name) personnel involved in the Subcontracting Program.  You are invited to present a brief overview of your Subcontracting Program at this time.  


(Insert if additional information is needed) In addition, please submit the following information to the Contracting Officer 2 weeks prior to the review:

Your company's organizational chart showing the relationship between the Small Business Liaison Officer and the Subcontracting Plan Administrator 


Procurement Procedures Manual


Small Business policy statements


Procurement log used to generate SF 294s and 295s.  

Enclosure (1) is a listing of the review criteria that will be used by the Government team members. It is requested that you have available the applicable subcontracting documentation pertaining to subject contract for review by the team members. 

The Small Business Liaison Officer should be available to assist in the review.

An exit-briefing will be held at (insert time) on (insert date) to highlight the results of the review.

If you have any questions, please contact me at Phone Number.

Sincerely,

Contracting Officer 

Enclosure:  1.  Subcontracting Program Review Criteria

Copy to:  Head of the Contracting Activity 

Encl (1)


