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Template for Action Memorandum Requesting Approval of an Exception or Deviation

An Additional Help for ADS Chapter 303
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FOR OFFICIAL USE ONLY

[Guidance: Use this template as a guide to request individual or class exceptions from 2 CFR 200,2 CFR 700, or other assistance-related CFR Parts, or individual or class deviations from the policy directives or required procedures in ADS 303 or one of its mandatory references. Replace red text as appropriate and change to black text.  Delete italicized guidance in brackets.]

ACTION MEMO FOR M/OAA DIRECTOR [or] MISSION DIRECTOR [See ADS 303.3.4(a)(1 & 2) to determine the cognizant approving official.  Only OMB may approve class exceptions from 2 CFR 200.]

Date:		Month XX, Year

From:		Name, Agreement Officer/[OU]

Subject:	2 CFR 200 [or] 2 CFR 700 [or] Other Assistance-Related CFR Part Exception Request [or] ADS 303 [or] 303 Mandatory Reference Deviation Request - [Insert Subject]

[Ideally begin circulating the exception or deviation request for consultation with M/OAA/P and the RLO or GC/A&A (see ADS 303.3.4(c) for consultation requirements) at least 6 weeks before the requested effective date. Allow additional time to accommodate OU-specific review and clearance requirements.] 

Recommendation: That you approve an exception [or] a deviation from [Provide the 2 CFR 200, 2 CFR 700, other assistance-related CFR Part, or ADS section/subsection reference and summarize the regulation, policy directive or required procedure from which you are requesting an exception or deviation.  One Action Memorandum may have more than one recommendation. If you are requesting exceptions or deviations from two or more regulations, policy directives or required procedures, add additional recommendations and approval lines]

Approve______________   Disapprove______________

BACKGROUND: [Provide the information indicated below, as required by ADS 303.3.4(b).]

Description of exception or deviation: [Provide a complete description of the exception or deviation]

Effective date: [Provide the effective date. Effective date could be the date of approval. For class exceptions or deviations affecting more than one award, also propose the expiration date. See ADS 303.3.4(b)(2) for guidance. Class exceptions or deviations typically expire two years from the date of approval unless a shorter period is proposed.]

Circumstances in which the exception or deviation will be used: [Describe]

Regulation, policy or procedure being excepted or deviated from: [Provide a specific reference to the 2 CFR 200, 2 CFR 700, other assistance-related CFR Part, ADS 303 or 303 mandatory reference section being excepted or deviated from] 

Identical or similar exceptions or deviations approved previously: [Explain whether any identical or similar exceptions or deviations have been approved in the past] 

Justification of exception or deviation: [Provide a complete justification of the exception or deviation including any added or decreased cost to the Government]

Recipient(s) and Award Number(s): [Provide the name(s) of the recipient(s), and the award number(s) or insert “Not applicable.”]

AUTHORITIES:
 [Reference ADS 303.3.4(a)(1 & 2) for approval authority] establishes the authority for [insert approving official] approval required for this [or] these recommended action(s).  

CONSULTATION:

M/OAA/P Comments: [Insert link to M/OAA/Policy comments obtained in accordance with ADS 303.3.4(c)(1).]


Clearance by RLO [or] GC/A&A: [Must be obtained in accordance with ADS 303.3.4(c)(2).]


_____________________________________		_______________________
Insert name, Legal Counsel				Insert date
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