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Instruction Memorandum No. UT 2004-066
Expires:  9/30/2004
To:

All State Office Deputy State Directors and Field Offices Managers



Attention: All Employees

From: 

Deputy State Director, Support Services
Subject:
Fiscal Year 2004 Deadline for Submission of Purchase Requisitions to the Utah State Office, Branch of Support Services, (UT-952)

Procurement requirements for State Office action will need to be forwarded to the USO, Branch of Administrative Services, through the Interior Department Electronic Acquisition System (IDEAS), UT-952, Team Cabinet, as soon as possible to ensure that the orders/agreements can be processed prior to the end of the fiscal year.  To complete the required procurement actions and allow for an orderly fiscal year end we have determined that the cut-off dates for Supplies, Construction, Service and Agreement requirements will be as follows:

Type of Acquisition



     



 Deadline
Construction and Service requirements under $100,000


July 15, 2004

Cooperative Agreements and Grants (unlimited)



July 15, 2004

Supply requirements (25,000 - $100,000)




August 1, 2004

Supply requirements ($2,500 - $25,000)




August 15, 2004

Challenge Cost Share Arrangements should have already been forwarded to the USO, Branch of Administrative Services, through the IDEAS, UT-952, Team Cabinet, to allow sufficient lead time to get the requirements obligated prior to July 1, 2004, as outlined in Instruction Memorandum No. UT 2004-028, Change 1.  Extensions for late decisions for CCI Agreements will be authorized.  

Requirements received after the cut-off dates will only be processed if time allows on a first-in first-out basis.  Requirements will not be considered to have reached the USO until an acceptable purchase request is received through the IDEAS program and the attachments are forwarded through Lotus Notes to the appropriate USO, Contracting Officer/Assistance Officer in either the Microsoft Office Word or PDF format.  

USO procurement duties/responsibilities and status of requirements can be found by going to the USO Procurement web site at:  http://www.utso.ut.blm./gov/admin/index.

Budget Impact:  Failure to submit purchase requisitions by the above deadlines may result in funds not being obligated, necessitating carryover.

Background:  Ref: Instruction Memorandum NO. UT 2004-028, Change 1  

Manual/Handbook Sections Affected:  None

Coordination:  None

Please contact Ray Holmes, State Procurement Analyst, at (801)539-4172 if you have any questions.    
Signed by:








Authenticated by:

Rulon C. Duncan







Rosie Geren

Acting DSD, Support Services





Records Manager
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Utah State Office


P.O. Box 45145
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