NOAALink Request Submission Checklist
	Item Description
	Yes
	No

	1.  Complete a NOAALink Worksheet
	
	

	2.  Attach the worksheet to your C.Request
	
	

	3.  Add NPO as a reviewer to the Routing List
· If your request is disapproved by the NOAALink Program Office (NPO), continue to step 4. If approved, skip step 4 and continue to step 5.
	
	

	4. If your request has been disapproved, review the comments provided by NPO in the Comment field on the Requisition Review and Management Screen. 

a. If your request has been disapproved due to an accounting inaccuracy, follow the instructions provided by the NOAALink Program Office in the Comment field. 
	
	

	b. If your request has been disapproved due to it being out of NOAALink scope, change the NOAALink specific object class code (##-##-##-11). Otherwise, the requisition will still be assessed the 3% NOAALink fee. Submit your requisition to the regularly servicing acquisition office that supports your organization.  
	
	

	5.  Once your requisition has been approved and rerouted to you by NPO, submit your requisition to NLK, your regularly servicing acquisition office, or a pre-approved field delegate as directed in the C.Request Comment field. 
	
	

	6. Expect to be contacted by a Contract Specialist within 2 business days of your requisition being assigned to them. Contact your Specialist directly if you require any further assistance. 
	
	

	7.  Upon receipt of the award document via email:
a. Verify that contact and delivery information are accurate. Contact the Contract Specialist to reconcile any inaccuracies.
	
	

	b. For product purchases, provide a copy of the award document and invoice to your property custodian. Certify the invoices provided by the COR within 2 days. 
	
	


