INSTRUCTIONS FOR COMPLETING 

FEDSIM INTERAGENCY AGREEMENT

The Interagency Agreement (IA) is the primary means by which FEDSIM receives requests from Federal Agencies for acquisition services.  The IA must describe, in detail, the client’s bona fide need.  At least one Financial Addendum will need to be prepared for each IA depending on how client funding is submitted.  TC will provide guidance on the Financial Addendum.  This IA combines the initial IA and IA Amendment (IAA) into one document.  This means some blocks on the cover sheet may not need to be completed (or changed) depending on the action being taken (identified in Block 4).
PART 1 – GENERAL INFORMATION
1.
IA Number – Generated by Sector Director 
2.
IA Title - A descriptive title for the project.
3.
Not used for initial IA – put N/A or None; for IA Amendments, enter sequential number starting at 01

4.
Short description of purpose of document, e.g., initial IA; increase funds; close IA, etc.

5.
FEDSIM PM name 

6.
Client Point-of-Contact name and address
7.
Self explanatory

8.
Self explanatory

9.
Provide sufficient information about the client’s requirement to clearly identify the bona fide need.  The information in Block 9 will vary depending on the project scope, size, and duration but must include:
· Statement of Need.  The basic requirement the client must satisfy via this IA.  
· Detailed description of project.  The detailed description of the project should include: project objectives, performance objectives, deliverables, major milestones, place of performance, period of project performance, and statement of work as it becomes refined throughout the project’s life cycle.  Initial IAs should include, draft statements of objectives, draft statements of work (can be those initially developed by the client).  IAAs should include refined requirements documents/statements of work as they evolve over the project life cycle.

· Project Cost Estimates, starting with estimates in terms of orders of magnitude, and become more accurate over the project life cycle.  Items such as related budget info, form 300s, project charters, etc. should be attached when available.
· Any customized FEDSIM service requirements, and 

· Special Communications requirements

NOTE:  If all information does not fit in Block 9, reference the attachment in Block 9; check the box in Block 10, and list the attachment in Block 10. 
For an IA Amendment: Block 9 should contain the Statement of Need from the initial IA and the remainder of the box should contain information describing the change.   

9a.
Used only for IA Amendments.  Informational statement.  No action required.
10. Put any additional information here.  If there are attachments to either Block 9 or 10 you must list them in Block 10.  For a de-obligating Amendment, please provide details about why the deobligation is occurring.  Other types of information appropriate for Block 10 may include an alternate point-of-contact, additional information about a non-deobligating amendment; etc.  For DoD Clients, this space could be used as an area to indicate DOD approval to use GSA, unique DoD requirements and/or clauses.  The DOD waiver to use FEDSIM should be included in the package routed to the SD for signature.
If there is additional information for Block 10 that is included as an attachment to the IA, please check the YES box in Block 10 and include it in the attachment list in Block 10.

11.
Previous IA Total: should be IA Total Funding from previous IA or any previous IAA; if initial IA put $0.00.

12.
Initial/Amendment Amount:  If this is the initial IA, put the initial IA amount.  If this is an IA Amendment, put the IA Amendment amount for this IAA.
13.
IA Total Funding:  this field should calculate automatically based on data in Blocks 11 and 12 and reflect the total amount obligated to the IA (including all IAAs).
PART 2 – SIGNATURE BLOCK
14.
Client Approval:  signed by client official authorized to sign IAs.
15.
FEDSIM Approval: authorized signature for Lisa Akers (all IAs signed for Lisa - not signed by Lisa, but signed for Lisa).  Does not change for individual Sector Director.  

Footer:  The SD will initial and date the line in the lower left corner of each page of the IA terms and conditions when they review the IA/IAA prior to sending it to the client for signature.
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