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1.0  Overview – Why and when you need a Novation SAR

A. [bookmark: _GoBack]The term “novate” means to “replace with something new.”  If a company, which is an AMCOM approved source for either AMCOM spare parts or Maintenance and Overhaul (M&O) services, changes name, ownership, geographic location, or CAGE Code, for any reason, then they are required to submit a Novation SAR in order to retain their source approval.  The SAR must be submitted to the U.S. Army’s Engineering Directorate (ED), Quality Engineering Division, at e-mail address: usarmy.redstone.rdecom-amrdec.mbx.ed-sar@mail.mil.  If you need help determining whether parts or M&O services require source approval, e-mail:
usarmy.redstone.rdecom-amrdec.mbx.ed-sar@mail.mil.   For more information, see Federal Acquisition Regulation (FAR) SUBPART 42.12 Novation and Change of Name Agreements (https://www.acquisition.gov/far/).  In addition, FAR SUBPART 2.1 DEFINITIONS defines the term “Novation Agreement” as follows:

“Novation agreement” means a legal instrument—
(1) Executed by the—
(i) Contractor (transferor);
(ii) Successor in interest (transferee); and
(iii) Government; and
(2) By which, among other things, the transferor guarantees performance of the contract, the transferee assumes all obligations under the contract, and the Government recognizes the transfer of the contract and related assets.

B. Failure to follow this guidance will result in removal of a vendor’s source approval for all affected parts. 



2.0 Required Novation SAR Documentation for a Change in Company Name Only

A. This is where  there has been a change in name (i.e., company name or a building or street name changed) but there been no change in company ownership, geographical location, or CAGE Code.  You must provide a letter  (See Section 5.1, Example Novation SAR for Name Change) stating your company’s desire to retain their source approval status and stating that there have been no changes in the following categories (if changes have occurred, include a description):  

1) Work instructions, shop travelers, assembly and inspection records that control the manufacture.

2) Personnel handling the actual hands-on work.

3) Subcontractors, vendors, and/or suppliers.

4) Quality manual (other than the name change). 

5) Production equipment, machinery, assembly tooling, fixtures, jigs, calibrated tooling, certified inspection tooling, production handling equipment, work stations, etc. 

B. The letter must be written on company letterhead, signed by an officer of the company and dated.  An “officer of the company” could be anyone employed within the company who has the appropriate signature authority to sign a legally binding document.  
  
C. Include your company’s contact information:  company name, address, CAGE code, and a specific individual to contact, including their telephone number and e-mail.

D. More stringent requirements may be levied at ED's discretion.  This depends on what changes were made to the above categories (if any) and on whether the affected parts are Critical Safety Items (CSI), require New Source Testing (NST), etc.  Any questions you may have can be e-mailed to usarmy.redstone.rdecom-amrdec.mbx.ed-sar@mail.mil.


3.0 Required Novation SAR Documentation for a Change in Company Ownership and/or Geographic Location and/or CAGE Code
 
A. Provide a letter, as described in Section 2.0 above, to include the following additional information:
 
1) Provide a brief summary of the change of ownership and/or location and/or CAGE Code (see example letters below).

5.2 Example Novation SAR Letter - Change in Ownership  

5.3 Example Novation SAR Letter - Change in Name and Ownership

5.4 Example Novation SAR Letter - Change in Name, Ownership, and Manufacturing Location 

2)  Provide a list of the restricted source part number(s) (including NSN and nomenclature) and/or M&O services for which you wish to remain an AMCOM approved source.  AMCOM restricted source parts are those parts for which the Army requires a vendor to obtain AMCOM approval before being allowed to bid on solicitations. The ED can provide you a list of the restricted source parts currently approved for your CAGE code (request this via e-mail usarmy.redstone.rdecom-amrdec.mbx.ed-sar@mail.mil).  

3) If your novation included a change in manufacturing location, you must provide a detailed description of the risk mitigation steps taken to ensure that parts produced at the new manufacturing location using relocated equipment, as well as new personnel, machinery, tooling, etc., will continue to meet or exceed the quality requirements of OEM parts currently installed on Army aircraft (see 5.3 Example Novation SAR Letter - Change in Name, Ownership, and Manufacturing Location ). 

B. Where a change in ownership has occured, provide a copy of your company's novation agreement. This can be emailed as an attachment to usarmy.redstone.rdecom-amrdec.mbx.ed-sar@mail.mil.  

C. Remember to update your company’s CAGE code information with the Defense Logistics Agency (DLA)) to accurately reflect current name, ownership and/or manufacturing location.  This is mandatory and can be accomplished by updating CAGE code information at https://www.sam.gov/portal/public/SAM/.   You may also be required to update your company’s Dun and Bradstreet information at https://iupdate.dnb.com/iUpdate/ since this information is visible wthin your SAM record. Your novation request will not be approved until your SAM record and D&B record (when required) are up to date and accurate.

D. More stringent requirements may be levied at the ED's discretion.  This depends on what changes were made to the above categories (if any) and on whether the affected parts are Critical Safety Items (CSI), require New Source Testing (NST), etc.  Any questions you may have can be e-mailed to usarmy.redstone.rdecom-amrdec.mbx.ed-sar@mail.mil.


4.0   Novation SAR Submission Instructions
Novation SAR documents can be submitted electronically to usarmy.redstone.rdecom-amrdec.mbx.ed-sar@mail.mil (PDF format is preferred) or for instructions on submitting your SAR documents securely (encrypted), via the web, click on the icon below:




If necessary, hard copy may be mailed to:

AMRDEC, Quality Engineering Division
Aviation Sustainment Branch
Attn: RDMR-SEU, Mr. Lee Drake 
5400 Fowler Road
Redstone Arsenal
Huntsville, AL 35898-5000

Any questions you may have regarding submission of a SAR may be e-mailed to usarmy.redstone.rdecom-amrdec.mbx.ed-sar@mail.mil or call or call the SAR Team at   256-313-8978, 256-313-0341 or 256-313-8994.

5.0 The following examples are templates that can be used to assist in submitting a Novation SAR.  Find the example below which comes closest to describing your Company’s novation and then customize it to accurately fit the specific situation: 
[bookmark: ex_nov_ltr_51]5.1  Example Letter - Company Name Change Novation SAR Request

Any Company, Inc.
34890 Highland Drive
Tulsa, Oklahoma 45902
 (800) 325-99XX
 Local: (314) 6XX-5300
 Fax: (314) 6XX-5398
john.doe@anycompany.com

August 24, .2011


To whom it may concern:

On June 7, 2011, Aero Excellence Products Corporation (CAGE XX303) has changed its  name to Any Company, Inc.  There has been no change in ownership or manufacturing location.  

We wish to remain an AMCOM approved source for the restricted source parts listed below.  These parts will now be manufactured under the company name of Any Company, Inc. (CAGE XX303).  We are in the process of updating our company information in SAM and Dun & Bradstreet.

P/N 3467890-23             NSN 1690-01-539-4456         Hose Adapter
P/N 58703432-898         NSN 1690-01-327-6831         Low Pressure Hose
P/N 3427590-3458         NSN 3980-01-588-4827         Seal, Plain Encased
P/N 5643299 -569          NSN 4940-01-111-5678         High Pressure Hose          

 For these restricted source parts, There have been no changes to any of the following:
 
1. Work instructions, shop travelers, assembly and inspection records that control the manufacturing process
2. Personnel handling the actual hands-on work
3. Subcontractors, vendors, and/or suppliers 
4. Quality manual
5. Production equipment, machinery, assembly tooling, fixtures, jigs, calibrated tooling, certified inspection tooling, production handling equipment, work stations, etc.



Sincerely, 



John Doe
Director Government Contracts





[bookmark: ex_nov_ltr_52]5.2  Example Letter  – Change in Ownership Only Novation SAR Request  (no change in Company Name or Manufacturing Location)


Any Company, Inc.
34890 Highland Drive
Tulsa, Oklahoma 45902
 (800) 325-99XX
 Local: (314) 6XX-5300
 Fax: (314) 6XX-5398
john.doe@anycompany.com


August 24, .2011


To whom it may concern:

On June 7, 2011, Any Company, Inc. (CAGE XX915) purchased all of the assets of Aero Excellence Products Corporation (CAGE XX303) located at 235 Smith Dr., Tulsa, Oklahoma 34567.   Any Company Inc. will continue doing business as (dba) Aero Excellence Products Corporation (CAGE XX303) at this same location.  There has been no change in company name or manufacturing location.  

We wish to remain an AMCOM approved source for the restricted source parts listed below.  These parts will still be manufactured under the company name of Aero Excellence Products Corporation (CAGE XX303).  We are in the process of updating our company information in SAM and Dun & Bradstreet.

P/N 3467890-23             NSN 1690-01-539-4456         Hose Adapter
P/N 58703432-898         NSN 1690-01-327-6831         Low Pressure Hose
P/N 3427590-3458         NSN 3980-01-588-4827         Seal, Plain Encased
P/N 5643299 -569          NSN 4940-01-111-5678         High Pressure Hose          

 For these restricted source parts, There have been no changes to any of the following:
 
1. Work instructions, shop travelers, assembly and inspection records that control the manufacturing process
2. Personnel handling the actual hands-on work
3. Subcontractors, vendors, and/or suppliers 
4. Quality manual
5. Production equipment, machinery, assembly tooling, fixtures, jigs, calibrated tooling, certified inspection tooling, production handling equipment, work stations, etc.

A copy of the novation agreement is attached.




Sincerely, 



John Doe
General Manager





[bookmark: ex_nov_ltr_53]5.3  Example Letter – Change in Company Name and Ownership Novation SAR Request (no change in manufacturing location)

Any Company, Inc.
34890 Highland Drive
Tulsa, Oklahoma 45902
 (800) 325-99XX
 Local: (314) 6XX-5300
 Fax: (314) 6XX-5398
john.doe@anycompany.com


August 24, .2011


To whom it may concern:

On June 7, 2011, Any Company, Inc. (CAGE XX915) purchased all of the assets of Aero Excellence Products Corporation (CAGE XX303). There has been no change in manufacturing location.  

We wish to remain an AMCOM approved source for the restricted source parts listed below.  These parts will now be manufactured under the company name of Any Company, Inc. (CAGE XX915).  We are in the process of updating our company information in SAM and Dun & Bradstreet.

P/N 3467890-23             NSN 1690-01-539-4456         Hose Adapter
P/N 58703432-898         NSN 1690-01-327-6831         Low Pressure Hose
P/N 3427590-3458         NSN 3980-01-588-4827         Seal, Plain Encased
P/N 5643299 -569          NSN 4940-01-111-5678         High Pressure Hose          

 For these restricted source parts, There have been no changes to any of the following:
 
1. Work instructions, shop travelers, assembly and inspection records that control the manufacturing process
2. Personnel handling the actual hands-on work
3. Subcontractors, vendors, and/or suppliers 
4. Quality manual – Quality manuals will be updated to reflect the new name change only.  No other changes will be made. 
5. Production equipment, machinery, assembly tooling, fixtures, jigs, calibrated tooling, certified inspection tooling, production handling equipment, work stations, etc.




Sincerely, 



John Doe
General Manager








[bookmark: ex_nov_ltr_54]5.4  Example Letter - Change in Company Name, Ownership, and Manufacturing Location Novation SAR Request

Any Company, Inc.
34890 Highland Drive
Tulsa, Oklahoma 45902
 (800) 325-99XX
 Local: (314) 6XX-5300
 Fax: (314) 6XX-5398
john.doe@anycompany.com

August 24, .2011


To whom it may concern:

On June 7, 2011, Any Company, Inc. (CAGE XX915) purchased all of the assets of Aero Excellence Products Corporation (CAGE XX303).  Aero Excellence Products Corporation’s assets were relocated, in their entirety, from 235 Smith Dr., Tulsa, Oklahoma 34567 to the Any Company, Inc. (CAGE XX915) manufacturing facility located at 34890 Highland Drive, Tulsa, Oklahoma 45902. 

We wish to remain an AMCOM approved source for the following restricted source parts.  These parts will now be manufactured by Any Company, Inc. (CAGE XX915) at their 34890 Highland Drive, Tulsa, Oklahoma location. We are in the process of updating our company information in SAM and Dun & Bradstreet.

P/N 3467890-23             NSN 1690-01-539-4456         Hose Adapter
P/N 58703432-898         NSN 1690-01-327-6831         Low Pressure Hose
P/N 3427590-3458         NSN 3980-01-588-4827         Seal, Plain Encased
P/N 5643299 -569          NSN 4940-01-111-5678         High Pressure Hose          

 For these restricted source parts, changes are described below:
 
1. Work instructions, shop travelers, assembly and inspection records that control the manufacturing process – No change
2. Personnel handling the actual hands-on work – Most of the senior personnel have been retained; some new personnel will be added.
3. Subcontractors, vendors, and/or suppliers – No change
4. Quality manual when ownership changed – Quality manuals will be updated to reflect the new ownership and name change only.  No other changes will be made.
5. Production equipment, machinery, assembly tooling, fixtures, jigs, calibrated tooling, certified inspection tooling, production handling equipment, work stations, etc. – Relocated to new facility (see below)

(Note: For novations involving a change in manufacturing location, examples of steps that could have been taken to ensure that acceptable quality was maintained after the relocation are listed below):
We have taken the following steps to safeguard our product quality at the new location:
1. Conducted new operator training using current Work Instructions and Tooling, including special process qualifications and certifications
2. Verified that operator training has been satisfactorily completed
3. Verified that process and assembly methods are the same at the new location 
4. Performed Qualification of Special Processes
5. Performed Gage R&R on Acceptance Equipment
6. Performed Sub-Assembly First Article Inspections (FAI)
7. Performed Final End Item First Article Inspections
8. Submitted First Article Inspection Report for Customer approval
9. Re-qualified DQCR, DSQR and DQR personnel as needed
10. Existing manufacturing cells and all associated equipment were relocated in their current or similar configuration to eliminate any variations in product  

A copy of the novation agreement is attached.


Sincerely, 


John Doe
Director Government Contracts
7
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SAFE SAR Submittal Instructions
21 March 2013

To submit your SAR documentation via the web, go to the AMRDEC SAFE WEBSITE
https://safe.amrdec.army.mil/SAFE2/ and perform the following six steps:

STEP 1

Welcome to the AMRDEC SAFE Web Application versonz2 /C“Ck "OK” to \
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STEP 3
UNCLASSIFIED USE ONLY, TO INCLUDE PRIVACY DATA
Personal Information
Vour Hame: Pr— Fill in your name and e-mail ]
i H N
Your Email Address: / /
Gonfirm Your Email Address: Click “Browse” and select the SAR
H * %k
File Information documents that you wish to upload.
Note: PDF file format is breferred.
Brdfiee | LET] Deletion Date: | 5404013
25 Maximum Files (total size cannot exceed 2GE)
File{s):
' Description of
File(s):
/ **Very important - \
For your company
and part number,
enter the information
Recipient Information shown: Company
Name, Company
Provide an email address to give access fo: Recipients List: CAGE COde' Pa rt
,
Manually Enter Email Address Number (P/N), part
Email Address: ' [ s NSN, and part
Do not send SAFE pack sges to group email accounts. . .
, = description (NOUN)
Add EDSAR@amrdec.army.mil as K
the recipients e-mail address
Encrypt email message when possible NOME FOUO
Motify me when file(z) are downloaded ]

Require CAC for Pick-up (all recipients will need to log in with a CAC

to download file(s))

[ Select all of these as shown ]

Verify that all required
information is correct and
then click “Upload” to submit
your selected SAR documents.
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STEP 4

The files were successfully uploaded. You will receive a confirmation email shortly.

Your files cannot be downloaded by recipients until you verify your email address. Please check your email
for furthar instructions.

Irdmative on The Uploaded Fiels] 4t
Filie Noma: | File Sire
capn,_ Sspiay_1095_pdtoat B

Total file size:53 KL

Now, check your e-mail for a message from the AMRDEC
WEBTeam. When you find it, open it, copy your password

and verify your e-mail address by clicking the confirmation
link.
1

Step 5

VERIFICATION 1S REQUIRED - RMRDEC Safe Access File Exchayige Submittal Notice - VERIFICATION IS &

REQUIRED  1nbox |x
WEBTeam@amrdec.army.mil to show details 9:38 AM (3 minutes ago) 4y Reply ¥

D0 NOT FORWARD™*

AMRDEC Safe Access File Exchange Submittal Notice

Save this e-mail and, in the future, you can
o download the file(s). Please usl  chack the status of your uploaded files by
20elD=371247 (AMRDEC SAFE) clicking on this link and then entering your

Your Package has not yet been sent.
You MUST verify your email address in orddr for your recipie
you are the sender of this package.

password.

You have uploaded the following file(s): SAR Subfiission test

Package ID: 371247
The file will be available until 1/27/2012

You can check the status of the filey/uploaded at https:/safe amrdec.army. mil/safe2/StatusL
SAFE)

In.aspx?PackagelD=371247 (AMRDEC

The Password is: 284fblz69Q 5sdY

NOTICE: This e-mail message is intended solely for the use of the addressee. If the reader of this message is not the intended recipient,
you are hereby notified that any reading, dissemination, distribution, copying, or other use of this message or its attachments is strictly
prohibited. If you have received this message in error, please notify the sender immediately.

Thank you.

**This message may be forwarded to webteam@amrdec_army mil for technical support purposes. ™
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STEP 6

The Redstone NEC is planning a Dala Center maintenancs - ith altemate dales of April 12th - 14ih. SAF
maintenance window, exact fime is unknown.

navailable beginning al 17

apolagize for any incor

SAFE will be available at the conclusion of the

Package Status
Package ID: 1221874
Sender’s Name: david christy
Sender's Emai david.christy2@us. army.mil
Dale Uploaded: 32172013 4:08:59 PM
Description TEST
Delete Dale: 4042013
Package Contents
File{s) Privacy Act Data
icapp_display_1095_pdf.pdf (53 KE) No

Upload more files to Package.

Recipients List

Recipients Downloaded
edsar@amrdec.army. mil False

Mew Recipient: m
[] Resend Delivery Notice To m

This download block will change to “True” after
the SAR Team downloads your files
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