9C Contract Reduction Questions and Answers

Several questions have come up regarding what documentation is required to process PEND reviews of encumbrance reductions submitted to CTR:

MMARS encumbrance reductions and other modifications can be made once the Notice of Reduction has been sent to a Contractor, and confirmed as received.  This will enable the Department to take the necessary steps to reduce the encumbrances in MMARS to meet the October 31st adjustment deadline.  The following documentation should be submitted to CTR for encumbrance changes above the Department’s delegation limit.

· For Suspensions and Terminations, just a copy of the Notice of Suspension or Termination with the amounts of the reductions.  If the amounts are not included in the Notice, then a copy of the transaction with the amount of the reduction should also be submitted.

· For Amendments, as long as the Notice of Amendment contains the recommended language that the Amendment is effective immediately, or as of a specific date, even if the Amendment is not returned until after that date or not at all, only a copy of the Notice of Amendment needs to be submitted with the amounts of the reduction.  If the amounts are not included in the Notice, then a copy of the transaction with the amount of the reduction should also be submitted.  Once the Amendment is received back, and executed by the Department, the Amendment and backup should be retained in the Contract file.

· Departments may send a Notice of Suspension or Amendment immediately with a lump sum amount of reduction to enable the MMARS encumbrance reductions by the deadline, and then identify the details of the changes in the Scope and Budget in a follow up email, fax, or other written communication.  

· Rate Contracts do not normally require back-up documentation.  Any notices of suspension, caps in spending, amendments or termination do not have to be submitted to CTR unless the Department wants to submit a copy, but should be retained in the relevant contract files. 
· Notices may be sent “on behalf of” an Authorized Signatory, provided there is documentation in writing from the Authorized Signatory instructing the individual to send the notices on behalf of the Authorized Signatory.  It is recommended that the Authorized Signatory have some record of personally approving the content of the notices that are being sent included in the relevant contract files.  

