
SIMPLIFIED ACQUISITIONS AWARD CHECKLIST

	Subject/Documents
	Reference
	Required
	Not Required
	Comments
	Links to SCPPM Documents

	Simplified Acquisition 
	NAVSUPINST 4200.85D
	
	
	
	

	Synopsis
	FAR 5.101(a)(1) proposed contract actions expected to exceed $25,000 must be synopsized in the GPE, except as noted in FAR 5.202.  In addition, written solicitations for contract actions and simplified acquisition actions between $10,000 and $25,000 must be displayed in a public place.  
	
	
	
	

	Unique Identification (UID) Requirement (required for hardware >$5,000)
	http://farsite.hill.af.mil/reghtml/regs/far2afmcfars/fardfars/dfars/dfars211.htm#P126_4814

	
	
	
	Review the Policy Alerts available from the SPAWAR 02 Contracts Directorate Page

	JWOD Program’s Procurement List
	www.jwod.gov.
	
	
	
	

	Best Value Determination if purchase is with FPI using FY05 or later funds
	FAR 8.602

www.unicor.gov
	
	
	
	

	Dissolve the Total Small Business Set-Aside > $2500  Memo for the File
Small Business Coordination Record

DD2579 (locally tailored form)
	FAR 19.502-2
	
	
	
	Small Business Coordination

	Orders on GSA FSS contracts restricted to small businesses
	Effective June 2004, buyer verifies size status and inserts NAICS & size standard on DD1155.
	
	
	
	Policy News Item

	GSA Price Reasonableness 

MANDATORY
	Local Policy effective May 2006

GSA Business Memo template 
	X
	
	
	

	
	
	
	
	
	

	Subject/Documents
	Reference
	Required
	Not Required
	Comments
	Links to SCPPM Documents

	Certification of Cost and Pricing >650K 
	FAR 15.403 & 15.406
	
	
	
	

	Central Contractor Registration
	FAR 32.1110
DFARS 204.7300
CCR
	
	
	
	Policy Alert - 00-16

	CONTRACTOR RESPONSIBILITY DETERMINATION/

DEBARRED LIST VERIFICATION
	FAR 9.103(b) Determination Required

FAR 9.104-1 General Standards; Business clearance

http://www.epls.gov/  FAR 9.404, FAR 9.405

Federal Awardee Performance and Integrity Information System (FAPIIS)

http://www.cpars.csd.disa.mil/FAPIISmain.htm
	
	
	
	

	Non-PBSA (SSC SD) Approvals
	https://supply.spawar.navy.mil/policy/contracts/guidance/ssc-sd.doc
	
	
	For All Services over $100K


	Policy Alert 04-23 -- Acquisition of Services Memorandum

	Actions > $2500

Check Mandatory Sources

Circle (if applicable):

UNICOR, JW0D, GSA, BPA, GCPC
	FAR 8.001
	
	
	
	Policy Alert 02-10

	
	
	
	
	
	

	Subject/Documents
	Reference
	Required
	Not Required
	Comments
	Links to SCPPM Documents

	Post to e-Commerce Central (e-CC)
· RFQs > $5K

· RFQs > $25K 
       
	FAR 5.301
http://www.acq.osd.mil/dpap/dars/pgi/current/pgi_html.htm
Brand Name Specs

DFARS PGI 211.105
	
	
	
	Award Synopsis

	Foreign Supply (when applicable)

Duty-Free Certification
	DFARS 225.1101(9)
	
	
	
	

	Unpriced Purchase Order

Cover Letter (signed) (when applicable)
	
	
	
	
	

	DD254 (Final)

Signed by Security (when applicable)
	SDSOP 31
Preparation Guide for DD254 (SD 335)
	
	
	
	

	DD1423 (Final)

DD1423
DD1423 - Glossary (instructions)
	Signed by TAO

(when applicable)
	
	
	
	

	FSS Sole Source (New!)


	https://supply.spawar.navy.mil/policy/forms/220/sole%20source%20JA%20Orders%20Placed%20with%20GSA.doc

	
	
	
	

	
	
	
	
	
	

	Subject/Documents
	Reference
	Required
	Not Required
	Comments
	Links to SCPPM Documents

	FSS Price Justification Checklists- over and under $2500
	https://supply.spawar.navy.mil/policy/contracts/sap/checklists/over-2500.doc
https://supply.spawar.navy.mil/policy/contracts/sap/checklists/under-2500.doc

	
	
	
	

	Service Contract Act- (over $2500)

VETS-100 Annual Compliance-(over $25,000)
	FAR 22.1002

FAR 22.1300
	
	
	
	

	CAR Report – All funded actions except for Micro Purchase.

DD350 (locally tailored form) 


	DFARS 204.670-2
DFARS 253.204-71

	
	
	
	DD350
Award Announcement

	Contract Distribution


	FAR 4.201

	
	
	
	Contract/Mod Distribution

	ECC:   Update status of RFQ/P to awarded or cancelled.
	Local Policy
	
	
	
	

	Release Purchase Order from ERP

(Approving official responsibility)
	
	
	
	
	


Signed original filed in the official Purchase Order file.

P.O. Number __________________________

BUYER _____________________________________

Date _________________

CONTRACTING OFFICER _____________________

Date _________________
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