Service Level Agreement between Administrative Resource Center 6116 and OD Programs
1.  Purpose:
The purpose of this Service Level Agreement (SLA) is to specify:  (a) the services and level of service ARC 6116 will provide to its OD Programs, and (b) the corresponding actions/responsibilities of the OD Programs.

2. Terms of Agreement:    This agreement is effective for one year after it is signed.  It will require renegotiation whenever there is significant and sustained change in the scope of the original agreement by either party.

3. Services to Be Provided:

    (a)  Budget Services



(b) Travel

    (c)  Procurement




(d) Personnel 
    (d)  Coordination of Space Requests

	Service Level Standards*
	Customer Action Responsibility*

	Provide budget reports the first week of each month.
	Provide AO with annual ceiling allocations by CAN and branch and requested adjustments.

	Travel orders to be processed within 2 business days of receipt.
	Provide AO with completed travel authorization and supervisory approvals.

	Procurements will be processed within 2 business days of receipt of complete package.
	Provide approved requisition worksheets and if applicable best value determination and/or competitive price quotes and/or a sole source justification.  For contracts, provide request worksheets and Statement of Work (SOW).

	Personnel actions will be processed in EHRP within 2 business days of receipt.
	Provide SF-52 with requestor and supervisory approvals and other relevant paperwork, i.e., position descriptions, OF-8, request memo’s.  

	Process space and/or renovation requests within 2 business days of receipt and coordinate action with NCI Space and Facilities Management office (OSFM) and customer.
	Obtain Office Head or Division Director approval for all space and/or renovation requests prior to submission to AO.  Provide a clear description and justification.  Meet with ARC AO and OSFM project manager after NCI Director has approved request.  
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� * Service Level Standards and Customer Action Responsibility apply to all actions.








