DISTRIBUTION CHECKLIST 

For Contracts, Assistance Vehicles, Delivery and Task Orders 

Modifications, and Miscellaneous Documents
	Contract or Assistance Vehicle Number:  

	Check as Appropriate
	1. Distribution Destinations 


	
	AOD:  (Accounting Obligating Documents) = SPSC_2009_AOD@NAVY.MIL

	
	CONTDOC:  E-mail: SPSC_PAC_CONTDOC@navy.mil 

	
	Contractor:   E-mail address

	
	COR: Email address, name and code.

	
	DEFense Security Service (DSS): (Only if DD254 is for specific contract action.)

	
	ELECTRONIC CONTRACT FILE REPOSITORY (ECFR) LOCATED ON THE “N” SHARE.  Archive for all actions.

	
	REQUESTER:  E-mail address, name and code (if different than COR).

	
	SECURITY:   All actions pertaining to a DD 254, to include any revision; any change in COR or TR; or when the contractor is foreign-owned, regardless where the company is located.  Distribution: SPSC_sscpacificsecuritycor@navy.mil. 

	
	Small Business Administration:    All 8(a) actions to the Cognizant SBA office.

	
	SMALL BUSINESS INNOVATIVE RESEARCH (SBIR) CONTRACTS:  W_SPSC_SSC_PAC_SBIR_US@navy.mil.  Applies to all SBIR awards

	                 2.  Other Distribution Procedures

	
	E-MAIL SUBJECT LINE PROTOCOL:  Distribution N66001-XX-X-XXXX

	
	DISTRIBUTION RECORD:  
1) Copy of Electronic distribution e-mail  to electronic file

2) Paper copy of electronic distribution e-mail to paper file

	
	ACTIONS OUTSIDE PD2:  For Grants, Cooperative Agreements, Other Transactions, Seaport orders, etc:  include Shana Byers on the distribution email and include (EDA) in the subject line

	
	URGENT (STUB FEE):  When applicable, include the words (Urgent Stub) fee in the subject line of the distribution email.

	
	CCCIC:  For award of PRs Internal to NAVY ERP, but other than SPAWARSYSCEN Pacific or WC17, include CCCIC in the subject line.

	
	SEAPORT-E AWARDS:  Add (SEAPORT-E) to the subject line.  All Seaport awards automatically upload to EDA from Seaport.

	                 3.  Miscellaneous Documents

	
	PBSA Waivers for contracts or delivery or task orders:  Send fully signed copies to SSC_PAC_Policy@navy.mil

	
	DD Form 2566 (Reporting document for Grants and Cooperative Agreements):  Send signed copy to  Policy:  SSC_PAC_policy@navy.mil
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