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MEMORANDUM FOR THE FILE
SUBJECT:  Determination to Award Letter Contract No. <insert number> for <insert brief description of requirement>
I hereby determine that subject letter contract may be entered into, as no other contract is suitable for this requirement.  This determination is based on the following:
a. <Insert description of circumstances requiring the award of the letter contract>
[NOTE: FAR 16.603 states that “(a) A letter contract may be used when (1) the Government’s interests demand that the contractor be given a binding commitment so that work can start immediately and (2) negotiating a definitive contract is not possible in sufficient time to meet the requirement. However, a letter contract should be as complete and definite as feasible under the circumstances.”] 
b. Funds for this effort are available in the amount of $<insert amount>. This letter contract shall commit the government to $<insert amount>, which is not in excess of the funds available for this effort at the time this letter contract will be executed.
c. The contract price was determined by price competition. The overall price ceiling to be included in the letter contract is $<insert amount>.
d. Requirements for competition under FAR Part 6 have been complied with as follows: <insert description of competition>
e. This letter contract will not be modified to satisfy a new requirement unless that requirement is inseparable from the existing letter contract. Any such amendment will be subject to the same requirements and limitations as a new letter contract.
(NOTE: Other facts may be included, such as the target date for definitization.)


_________________________________              _____________
<Insert name>                                                             Date
Contracting Officer


_________________________________              _____________
<Insert name>                                                             Date
Head of the Contracting Activity (or Designee)
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