Sample Notice from Contracting Officer to Contractor
Addressee’s Name

Address Line 1

Address Line 2

City, State, Zip Code

Re:  [Contract No.] – Recovery Act Reporting Requirements

Dear [enter contractor name]:

This letter provides information to assist you in completing the quarterly reports required under clause FAR 52.204-11, American Recovery and Reinvestment Act – Reporting Requirements, in the referenced contract. These quarterly reports support the Recovery Act’s goals of transparency and accountability by providing information about recipients and uses of Recovery funds and about the public benefits of these funds. It is essential that you report this information clearly, accurately, completely, and timely.
You are required to report about the referenced contract following the end of the quarter in which you first invoice the government for effort under it. You must continue to report about this contract every quarter thereafter until it is complete. If you have not yet submitted your first invoice under the referenced contract by December 31, 2009, no report is required for the quarter ending December 31.  However, you may voluntarily report before you submit your first invoice.
Reports for the current performance period (October – December 2009) must be entered into the online reporting tool at www.FederalReporting.gov during the period January 1 through January 15, 2010. To ensure timely reporting, your personnel who will enter and submit your report should register before January 1st at FederalReporting.gov. Fulfilling the prerequisites for registration may take up to two days. To assist in registration and data entry, FederalReporting.gov offers templates, a recipient reporting data model, webinars, documentation, and reference data and additional links. The recipient reporting data model (available under “Downloads”), provides definitions for the required data. The Office of Management and Budget also offers online training at www.whitehouse.gov/Recovery/WebinarTrainingMaterials.

Accurate and complete reporting in FederalReporting.gov will require basic information about this contract. In order for you to prepare reports that are consistent with other HHS reports on this contract, I am providing the information below.  If you have a question on any data element or associated value, please contact me as soon as possible to resolve the concern. 
	Data Element
	Value

	Funding Agency Code
	7529

	Awarding Agency Code
	7529

	Program Source (Treasury Account Symbol)
	

	Sub-account Number for Program Source (Treasury Account Symbol), if applicable**
	

	Government Contracting Office Code
	

	Activity Code (NAICS or NTEE-NPC)
	

	Recipient Congressional District
	

	Award Type
	Contract

	Award Date
	

	Award Number (DCIS/FPDS PIID)
	

	Order Number, if applicable (DCIS/FPDS Referenced PIID)
	

	Award Description
	

	Project Name or Project/Program Title
	

	Amount of Award (Recovery Act dollars obligated)
	

	Primary Place of Performance
	


** This data element has not been applicable, to date.
Please note that recipient reporting is a contract requirement.  Pursuant to Federal Acquisition Regulation 4.1501(c) and (d), failure to comply may result in the government exercising its contractual remedies.  Also, failure to comply with the reporting requirements will become part of your performance information under FAR 42.15.  

I look forward to working with you on this initiative in support of our nation’s economic recovery.  If you have any questions regarding this letter, please contact me at [enter email and phone].














Sincerely,














[Name]














Contracting Officer

cc:
[enter COTR]

[enter others as applicable]

