 
Novation & Change-of-Name Agreements
Request for Modification (RFM) Form
____________________________________
Instructions
Do not send requests directly to your assigned contract specialist.  All contract modifications must be emailed to our central portal at fss.help@va.gov with the following subject line: 
“RFM — Contract Number — FSS Schedule” (e.g. RFM-V797P/D-5555x-65IB or RFM-36F797xxXXXX-65IB).  Modification requests that do not include this subject line may be misdirected, resulting in a delay in the review process.
Unless otherwise directed, we do NOT accept hard copies of RFMs.  Additionally, we can no longer accept zip files which may require you to submit your RFM package in multiple e-mails if the total size of the e-mail exceeds 10MB.  It is essential that you identify the number of emails you are sending in the subject line to ensure that we receive your entire RFM package.  
EXAMPLE:  RFM-Contract Number-Schedule ID-Mod Type, 1 of #  
Please carefully review this document and submit all required information, giving attention to notes regarding the applicability of some sections of the document.  If all required material is not received, your Contracting Officer may return your package with no additional action.
Retain a copy of this RFM for your records.
This form is available online: FSS Modification Forms.  
Additional information on submitting a Request for Modification package, including a helpful guide, is available online: FSS Modification Process.


Contractor Information
Contractor Name	     
Contract No.	     
RFM Point of Contact	     
Phone	     
Email	     
Date Submitted to FSS	     


Request Type & Required Documents Checklist
Please verify the following statements.
|_| I have reviewed FAR 42.12, Novation and Change-of-Name Agreements, in its entirety.
|_| I have discussed the requested novation/name change with my assigned Contract Specialist prior to submitting this request.
Choose one of the following request types, either Change-of-Name Agreement or Novation Agreement, and complete all verification statements.
|_| CHANGE-OF-NAME AGREEMENT:  Appropriate only when the legal entity remains the same.
|_| I have completed the Change-of-Name Agreement Template provided in this RFM package and am submitting a pdf copy of the signed and sealed/notarized document as an attachment to this request.  
|_| I will *mail 3 signed copies of the proposed Change-of-Name Agreement with affixed Corporate Seal or signature witness by a Notary Public to the attention of my assigned Contract Specialist.
I am submitting one copy of the following items as attachments to this request:
|_| (1) The document effecting the name change, authenticated by a proper official of the State having jurisdiction.
[bookmark: _Hlk9955851]|_| (2) The opinion of the legal counsel stating that the change of name was properly effected under applicable law and showing the effective date.
|_| (3) A list of all affected contracts and purchase orders remaining unsettled between the contractor and the Government, showing for each the contract number and type, and name and address of the contracting office. Note:  The contracting officer may request the total dollar value as amended and the remaining unpaid balance for each contract.
|_| NOVATION AGREEMENT:  Required when a 3rd party (the successor in interest) acquires its interest in a government contract out of the transfer of 1) all of the contractor’s assets or 2) the entire portion of the assets involved in performing the contract.
|_| I have completed the Novation Agreement Template provided in this RFM package and am submitting a pdf copy of the signed and sealed/notarized document as an attachment to this request.  
|_| I will *mail 3 signed copies of the Novation Agreement with affixed Corporate Seal or signature witness by a Notary Public to the attention of my assigned Contract Specialist.
Novation Agreement – Continued:
I am submitting one copy of the following items as attachments to this request:
|_| (1) The document describing the proposed transaction, e.g., purchase/sale agreement or memorandum of understanding.
|_| (2) A list of all affected contracts between the transferor and the Government, as of the date of sale or transfer of assets, showing for each, as of that date, the (i) Contract number and type; (ii) Name and address of the contracting office; (iii) Total dollar value, as amended; and (iv) Approximate remaining unpaid balance.
|_| (3) Evidence of the transferee’s capability to perform.
|_| (4) Any other relevant information requested by the responsible contracting officer.
|_|  Additionally, I will submit to the responsible contracting officer one copy of each of the following documents, as applicable, as the documents become available.
Note:  If the Government has acquired the documents during its participation in the pre-merger or pre-acquisition review process, or the Government’s interests are adequately protected with an alternative formulation of the information, the responsible contracting officer may modify the list of documents to be submitted by the contractor.
(1) An authenticated copy of the instrument effecting the transfer of assets; e.g., bill of sale, certificate of merger, contract, deed, agreement, or court decree.
(2) A certified copy of each resolution of the corporate parties’ boards of directors authorizing the transfer of assets.
(3) A certified copy of the minutes of each corporate party’s stockholder meeting necessary to approve the transfer of assets.
(4) An authenticated copy of the transferee’s certificate and articles of incorporation, if a corporation was formed for the purpose of receiving the assets involved in performing the Government contracts.
(5) The opinion of legal counsel for the transferor and transferee stating that the transfer was properly effected under applicable law and the effective date of transfer.
(6) Balance sheets of the transferor and transferee as of the dates immediately before and after the transfer of assets, audited by independent accountants.
(7) Evidence that any security clearance requirements have been met.
(8) The consent of sureties on all contracts listed under paragraph (e)(2) of this section if bonds are required, or a statement from the transferor that none are required.
*Please mail required original documents to the following:
US Dept of Veterans Affairs / NAC FSS
Attention: Contract Specialist [Insert Name]
P.O. Box 76, Bldg 37
1st Ave, 1 Block N of 22nd Street
Hines, IL  60141


Points of Contact
Type “N/A” below when there is no change from that currently designated under the FSS contract.
Contact for Contract Administration (G-FSS-900-C)
Provide the name of the individual who will serve as the primary point of contact for contract administration.  This individual is responsible for overall compliance with contract terms and conditions.  
Name:	     
Title:	     
Address:	     
     
     
Phone:	     
E-Mail:	     
Alternate Contact for Contract Administration
Provide the name of the individual, if any, designated as the alternate point of contract for contract administration.  Specify “N/A” if not designating an Alternate Contract Administrator.
Name:	     
Title:	     
Address:	     
     
     
Phone:	     
E-Mail:	     
Contact for Sales Administration
Provide the name of the individual designated as the central contact for all Report of Sales and Industrial Funding Fee (IFF) issues associated with this contract.  
Name:	     
Title:	     
Address:	     
     
     
Phone:	     
E-Mail:	     
Ordering Contact
Provide the contact information for the placement of direct orders.
Address:	     
     
     
Phone:	     
E-Mail:	     
Company Information
[bookmark: Text141]Company Name:       
Address:	     
     
     
     
Phone:	     
Did the any part of the above information change as a result of this action?  |_| Yes   |_| No
[bookmark: Text155]Tax Identification Number:       
Did this number change as a result of this action?  |_| Yes   |_| No
Dun & Bradstreet (D & B) Number:       
Did the D & B number associated with the contract change as a result of this action?  |_| *Yes |_| No
*If yes, have any necessary updates to the D & B record been submitted to D&B?   |_| Yes   |_| No
System for Award Management
Does the record require updating as a result of the action?  |_| *Yes  |_| No
[bookmark: Text156]*If yes, provide date revisions were submitted:       
Signatory Authority
Please verify that you are in compliance with the following statement.
|_| I am submitting an updated Signatory Authority form as part of this request (including revising the average number of employees, average annual receipts, etc.).
RFM Verification
[bookmark: Check11]|_|  I verify that all of the information supplied in this request is current, accurate, and complete.
Disclaimer:  Except as provided herein, all terms and conditions of the subject VA Federal Supply Schedule contract, remain unchanged and in full force and effect.
[bookmark: Text10]     
Printed name and title of authorized representative
__________________________________________ 	     	______
[bookmark: _Hlk37056380][bookmark: _Hlk37056355][bookmark: _Hlk37056263]*Signature of authorized representative	Date
[bookmark: _Hlk37055237](See below for signature requirements) 
[bookmark: _Hlk36634942]Offeror/Contractor and the VA agree to be bound by digital signatures with the same force and effect as wet signatures.  A digital signature—a type of electronic signature—is a mathematical algorithm routinely used to validate the authenticity and integrity of a document. Digital signatures create a virtual fingerprint that is unique to a person or entity and are used to identify users and protect information in digital documents. Digital signatures are significantly more secure than other forms of electronic signatures.
VA FSS will only accept digital signatures and will not accept other types of electronic signatures described herein. While digital signatures are a form of electronic signature, not all electronic signatures are digital signatures. Electronic signatures—also called e-signatures—are any sound, symbol, or process that shows the intent to sign something. This could be an image (e.g. JPEG, PNG, etc.) of your hand-written signature, a stamp, or a recorded verbal confirmation. An electronic signature could even be your typed name on the signature line of a document.
Digital signatures will be deemed original signatures. PLEASE NOTE, a scanned copy of a document with your wet signature, although not considered a digital signature, remains acceptable.  Offeror agrees to store and maintain as auditable records all digitally signed electronic documents for no less than 3 years after final payment.
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