Use the sample agency WWX-4 sign-up letter below.  Submit your original Commitment Letter on agency letterhead to the address below or scan the letter in and email a copy to blaine.jacobs@gsa.gov fax to
(703) 605-9933.  Upon approval, the GSA Contracting Officer’s Technical Representative (COTR) for civilian agencies, Blaine Jacobs, will notify you that you are free to setup accounts with the WWX-4 awarded Contractors.  This letter will then be forwarded to Air Force Contracting Officer for WWX-4.

AGENCY LETTERHEAD

Date

Timothy Burke, Director (QM)

Office of Travel and Transportation Services

Office of Travel, Motor Vehicles & Card Services
Federal Acquisition Service

General Services Administration (GSA)
2200 Crystal Drive, Suite 300
Arlington, VA 20406
Dear Mr. Burke:

Federal agencies and eligible organizations are allowed an opportunity to participate as mandatory participants of the DoD Worldwide Express (WWX-4) contract for International Express Small Package and Heavyweight Delivery Services.  The Department of Defense contract is able to be used by the DoD and Civilian Federal Agencies that have signed up to be mandatory users.  The WWX-4 contract is for one base year and three 1-year optional periods and covers international small package shipments from letter to 150 pounds and International Heavy Weight Express from 151 pounds up to 300 pounds.  
The [Agency Name] will participate as a mandatory user of WWX-4, effective October 1, 2007.  If all three option years are exercised than the WWX-4 contract will run thru September 30, 2011.  The [Agency Name] is not precluded from participating in new WWX or by an existing contract or other binding agreement. 

[Individual’s name] will serve as the [Agency Name] Agency Contracting Officer’s Representative (ACOR).  Contact information for the ACOR is:

ACOR Name:

Agency Name:

Mailing Address:

Telephone Number:

Fax Number:

E-mail Address:

If you need further information or have additional questions, you may contact [Name of other Agency point of contact and phone number].

Sincerely,

(Agency’s Authorizing Official’s name and signature)
                                 (Title)

