INSTRUCTIONS for STANDARD FORM 26

Instructions below correspond to blocks on the form.  This form is NOT used for a solicitation.


1.
Include the DPAS rating if applicable IAW FAR Subpart 11.6 and page information.


2.
Insert the award PIIN once you've made award IAW DFARS 204.7003.

 3.   19C., and 20C.  The format for this form's date blocks is MM/DD/YY.


4.
Insert the purchase requisition (PR) number from your PR form (i.e., DA 3953, NAVCOMP 

2276, AF 9, etc.).  This will normally be different from the PIIN.  If applicable, you should 


also include the construction project number from your PR.


5.
Insert the issuing contracting office information (and its code, if applicable).


6.
Leave this blank unless administration functions are done somewhere other than the office 


shown block 5.


8.
Place an X in the appropriate box to indicate whether Free on Board (FOB) will be Origin or 

Other (Destination or Government Pick Up).  If Other, place the FOB in 15B or somewhere 


in the schedule (i.e., Section B).


9.
Insert any discounts the contractor offered for expeditious payment.


10.
Insert item 5, 6, 11, or 12, depending on where the contractor should address its invoice to 


receive proper and timely payment.

11.
Insert the address the contractor should deliver item(s) or perform service(s) (and code, if 


applicable).  If there will be multiple delivery points or performance areas, insert "see 


schedule, section ?-(usually F) and list the specific delivery points or performance areas in 


that section.

12.
Insert the paying address (and code, if applicable).


13.
See FAR Part 6.3 for guidance.

14.
Insert the fund cite(s) from which you'll make payment.  If the cite(s) will not fit in this 


block, insert "see schedule, section ?"-(usually G) and list your cite(s) in that section.


15.
Complete these blocks as defined.  If the item(s) will not fit in this block, insert "see 



schedule, section ?"-(usually B) and list your item(s) in that section.

16.
Place an "X" in each section included in the solicitation / award and the number of pages in 


each applicable section.  Note that since this is an award and not a solicitation, you will still 


include the numbering information in Part IV, sections K-M.  However, you will not 



actually send those to the contractor as part of the award, but will keep them as part of your 


contract file.  You will merely state those sections are incorporated by reference and remain 


in full force and effect.

17 or 18.  Unless circumstance dictate otherwise, we recommend you check block 17 and obtain 


a bilateral agreement.

19.
Insert the name and title of the contractor's authorized signature authority and have that 


person sign and date the offer before the contracting officer signs.

20.
Insert the contracting officer's printed or typed name and have her / him sign and date.  An 


award is not valid until the contracting officer completes these blocks.

Blocks not explained above are self-explanatory.

