AGENCY LETTERHEAD

[Date]
Mr. Michael Butterfield
Contracting Officer

Federal Acquisition Service
2200 Crystal Drive, Suite 300
Arlington, VA  20406
Dear Mr. Butterfield:

The [Agency Name] will participate as an authorized user of the General Services Administration (GSA) Task Order Number QPN BQT06 under Blanket Purchase Agreement (BPA) Number GS-33F-BQT03 for Express and Ground Domestic Delivery Services (ExGDDS) in the continental United States, Alaska, Hawaii, and Puerto Rico.  
All existing FedEx accounts under [Agency Name] will participate [note any exceptions or clarify if necessary].  The total estimated annual spend for express and ground shipments for [Agency Name] is [$ amount]:  [$ amount] for express and [$ amount] for ground.  We will notify you as we identify additional locations and their estimated annual spend, and we understand that GSA will modify the Task Order to add those locations as authorized users.  We also understand that funding the services we order remains our responsibility.
The Senior Level Official who will lead the [Agency Name] toward maximizing the long-term benefits of the ExGDDS Federal Strategic Sourcing Initiative is:
Name:

Title:
Mailing Address:

Telephone Number:

E-mail Address:

The principal point of contact for the [Agency Name] implementation of ExGDDS is:
Name:

Title:
Mailing Address:

Telephone Number:

E-mail Address:

I understand that the terms of the BPA require FedEx to provide detailed shipping data to the GSA so that it can manage the program effectively. 
I hereby assert that I have the authority to authorize [Agency Name] participation in GSA’s Task Order Number QPN BQT06 under BPA Number GS-33F-BQT03.  [Agency Name] personnel will obligate funding and issue funding documents to FedEx via email to cgcook@fedex.com or by fax to 202-292-2245.  

Sincerely,

(Agency Authorizing Official)
(Title)
Enclosure
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