
Contracting Officer’s Option Exercise Toolkit Template

Tailor all aspects of this template to the individual acquisition and ensure that any template areas providing sample language or instructions (e.g. italicized and/or red language) are deleted prior to submission. 
CONTRACTING OFFICER’S OPTION EXERCISE TOOLKIT

1. OPTION EXERCISE CHECKLIST
2. MEMORANDUM TO THE PROJECT OFFICE
120-Day Request Letter – A sample letter to the Project Office from the Contracting Officer is recommended at least 120 days prior to the Option performance start date.

3. PROJECT OFFICE RESPONSE TO 120-DAY REQUEST LETTER
Attachment 1 to 120-Day Request Letter – A sample Project Office response to the Contracting Officer is recommended to be returned to the Contracting Officer within 90 days prior to the Option performance start date.

4. NOTIFICATION TO CONTRACTOR OF GOVERNMENT INTENT TO EXERCISE UPCOMING OPTION
60-Day Notification Sample – Preliminary notification to the Contractor of intent to exercise an Option is recommended at least 60 days prior to the Option performance start date or 30 days prior to issuance of unilateral modification or lead time as otherwise agreed to in the contract.

5. DETERMINATION & FINDINGS
Model Determination and Findings (D&F) To Exercise the Contract Option in accordance with FAR 17.207.

6. SAMPLE LANGUAGE FOR MODIFICATION

Sample Modification Language when exercising an Option (for page 2 of the SF-30 in accordance with FAR 52.217-9).

OPTION EXERCISE CHECKLIST
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	· Contracting Officer's written determination pursuant to FAR 17.207(c)(3) and market survey or other rationale supporting Option prices (including SCA WD and Economic Price Adjustment)
	
	
	
	

	
	
	
	
	



MEMORANDUM TO THE PROJECT OFFICE

[Note to Contracting Officer: Complete this memorandum regarding the exercise of an Option period. The Requiring Activity/Project Office must confirm a need exists for the continuation of the supplies or services and that funding is available.]

[Insert date]
MEMORANDUM

TO: [Contracting Officer’s Representative (COR)]

FROM: [Contracting Officer]

SUBJECT: EXERCISE OF OPTION
REF: Contract Number [insert Contract number] with [insert name of Contractor]

The referenced contract is due to expire on [insert date]. This contract provides for an extension by exercising Option [insert Option number] to extend the contract for a period of [insert time frame of Option, not to exceed one year.]

You are, therefore, requested to certify in writing to the Contracting Officer that: 

(1) there is a continued need for the services performed under this contract; 

(2) sufficient funds will be available to exercise this Option; 

(3) you wish to have this Option exercised; and 

(4) the Contractor’s performance has been satisfactory.

The Contracting Officer must also make an affirmative determination that exercise of the Option is in the best interest of the Government and is the most advantageous method of fulfilling the Government’s need for these services. Information to support this determination, such as an informal analysis of prices or an examination of the market, shall also be provided to the Contracting Officer. The certification may be provided by checking the appropriate box and returning the certification form to me no later than [insert date].

[Note to Contracting Officer: The COR shall complete an interim performance evaluation (ICPAR/CPARS) before exercising the Option. 
Please also submit an interim performance evaluation by [Contracting Officer check appropriate block]:

 FORMCHECKBOX 

Completing an ICPAR 
 FORMCHECKBOX 

By inputting the performance information directly into the Contractor Performance Assessment Reporting System (CPARS).

Attachments: 1. Project Office Response, 2. Complete Contractor Performance Evaluation or CPARS (if required).

PROJECT OFFICE RESPONSE TO 120-DAY REQUEST LETTER

Contract No. [insert Contract number], Option No. [insert Option number] with [insert name of Contractor]

I certify the following (check the applicable box):
 FORMCHECKBOX 

A requirement exists and sufficient funds will be provided to exercise the Option of the above-referenced contract for the Option period. This Office wishes to have the Option exercised. The Contractor has been performing in a satisfactory manner.

 FORMCHECKBOX 

A requirement does not exist for the exercise of the Option for the above-referenced contract.

 FORMCHECKBOX 

We expect requirements to develop for orders under this indefinite delivery contract and funds will be provided when the requirements become definite. The Contractor has been performing in a satisfactory manner.

[Note to COR: If  you have completed  an interim performance evaluation, add the following sentence and check one of the following blocks:]
In accordance with your request for an interim performance evaluation:

 FORMCHECKBOX 

Attached please find a completed performance evaluation (ICPAR), or

 FORMCHECKBOX 

I have entered the performance information into the CPARS on [insert date].

COR Name and Signature: ___________________________ Date: _________________

Title: ________________________________________


NOTIFICATION TO CONTRACTOR OF GOVERNMENT INTENT TO EXERCISE UPCOMING OPTION

IN REPLY

REFER TO: 
Contract No.: [Insert Contract Number]


Notification of Intent to Exercise Option [insert Option Number]


Project Title: [Insert Project Title]


[Insert Company Name]
ATTN: [Individual’s name]
[Individual’s Title]
[Address Line 1]
[Address Line 2]
Dear [Individual’s Name]:
The purpose of this letter is to notify you of the Government's intent to exercise Option [insert Option number].
This notification DOES NOT commit the Government to exercise the pre-priced Option nor does it in any manner obligate Government funds against the subject contract.

If the Option is exercised by the Government, it will be accomplished via a unilateral modification. The modification will specifically identify the Option period of performance and contract amount.

If you have any questions, please contact [name] at [phone number].
Sincerely,

[Name]

[Title]


DETERMINATION & FINDINGS

Authority To Exercise Option

Upon the basis of findings and determination which I hereby make pursuant to Federal Acquisition Regulation (FAR) 17.207, Option(s) [insert Option Numbers and CLINs, if applicable] under Contract/Modification [insert numbers] may be exercised. 

FINDINGS
[Note to Contracting Officer: Check Applicable boxes for each block].

1. BACKGROUND. Funds are available for this Option. The Option requirement fulfills an existing Government need. The exercise of the Option is the most advantageous method of fulfilling the Government's need, price and other factors considered. The Option exercise takes into account the Government's need for continuity of operations and potential costs of disrupting operations (see attached ICPAR/CPARS). The Option was previously synopsized in the FEDBIZOPPS along with the basic contract.
2. PRICING. [check one]
 FORMCHECKBOX 
 A new Solicitation failed to produce a better price or more advantageous offer. (If it is anticipated that the best price available is the Option price or that this is the more advantageous offer, the Contracting Officer should not use this method of testing the market.)

 FORMCHECKBOX 
 An informal analysis of prices or examination of the market indicates that the Option price is better than prices available in the market or that the Option is the most advantageous offer. (The specific basis of comparison, not just a generic statement that market research indicates the Option price is fair and reasonable, needs to be attached to this determination. The determination must include, at a minimum, the actual results of the market research; if prior price comparisons were made, the prior contract number, date of contract, and rates or other information relied upon should be included.)

 FORMCHECKBOX 
 The time between award of the contract and Option exercise is so short that the Option price is the lowest obtainable or the most advantageous offer, taking into account factors such as market stability and the usual duration of contracts such as this. (The Contracting Officer shall take into consideration such factors as market stability and comparison of the time since award with the usual duration of contracts for such supplies or services.)

3. COMPETITION. This Option was evaluated as part of the initial competition and is exercisable by an amount specified in or reasonably determinable from the terms of the basic contract. This is a priced Option. [Note to Contracting Officer: Also include analysis, as applicable, discussion on current SCA Wage Determinations, provisions (economic price adjustments), or formula (cost contract with fixed or maximum fee amount)]
4. PERFORMANCE. The Contractor has been performing satisfactorily with the terms and conditions of the contract. [Note to Contracting Officer: State the basis for making this determination.] 

5. OTHER: Necessary lead time has been allowed in order to assure the Contractor adequate notice of the exercise of this Option period.

DETERMINATION

Based on the foregoing information, I hereby determine that the Option is in accordance with the terms of the contract, and it is in the Government's best interest to exercise this Option.

_____________________


________________________________

Date





[Name]







Contract Specialist
APPROVAL

I hereby approve, in accordance with FAR 17.207, the exercise of [insert CLINs].

_____________________


________________________________

Date





[Name]







Contracting Officer
SAMPLE LANGUAGE FOR MODIFICATION

1. The purpose of this modification is to exercise the Government’s unilateral right to exercise an Option in accordance with the contract’s clause FAR 52.217-9, Option to Extend the Term of the Contract.

2. The Government hereby exercises Option No. [State which Option year or period and CLIN numbe(s), if applicable] as priced in Section [State the appropriate reference] of the Contract at Total Price [State Total Option Period Price].

3. Contract funding: 

a. For an Indefinite Delivery Indefinite Quantity (IDIQ) contract: "is provided for the required contract minimum of $[dollar amount] [or appropriate amount in local currency]. The appropriation and accounting data is provided in Box 12 of the SF 30." 
b. For a Requirements or non-IDIQ contract: "will be provided in each delivery or task order."
4. Funding and Contract Total Summary: [State that the total funded amount on the contract is hereby increased by [insert $ amount] from [insert $ amount] to [insert $ amount] and that the total contract amount is hereby increased by [insert $ amount] from [insert $ amount] to [insert $ amount].
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