SIMPLIFIED ACQUISITION AWARDS & MODIFICATIONS

DISTRIBUTION CHECKLIST  (Rev Feb 2010)

	
	Check as Appropriate
	Distribution Destination


	   1
	
	AOD:  (Accounting Obligating Documents) = SPSC_2009_AOD@navy.mil 



	2
	
	CDRL E-mail address for distribution: cdrl@spawar.navy.mil (Applies only for SOW/PWS deliverables)

	3
	
	CONTDOC:   E-mail: SPSC_220_contdoc@navy.mil    (For Internal Department use) 

	4
	
	Contractor:   E-mail Address


	5
	
	COR:  E-mail address, name and code


	6
	
	DEFense Security Service (DSS): (Only if DD254 is for specific contract action)

	7
	N/A
	Electronic Data Access (EDA):  E-mail: Shana.Byers@navy.mil (Applies only for 
actions that are awarded outside of PD2, (e.g Grants/Cooperative Agreements/Other 
Transactions)

	8
	
	ELECTRONIC CONTRACT FILE REPOSITORY located on the “N” Share.  

	9
	
	REQUESTER:  E-mail address, name and code (if different than COR)

	10
	N/A
	Program/Project Sponsor funded documents:  Send to sponsor listed on the funding document (e.g., RCP 2276).

	11
	
	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: mailto:SPSC_sscpacificsecuritycor@navy.mil.  


	12
	
	Small Business Administration:    All 8(a) actions to the Cognizant SBA office.

	13
	N/A
	SMALL BUSINESS INNOVATIVE RESEARCH (SBIR) CONTRACTS:   W_SPSC_SSC_PAC_sbir_US@navy.mil.  Applies to all SBIR awards

	
	
	Additional Distribution Instructions


	
	
	In accordance with Policy Alert 10-0004 (Rev.1), actions subject to (1) the Urgent Stub Fee,  
(2) funded by another activity other than SPAWARSYSCEN PACIFIC OR WC17,  (3) SEAPORT, (4) Grants/Cooperative Agreements/Other Transactions, require a specific naming convention.  The 
following are examples of the standard and nonstandard naming conventions for the “Subject Line” 
of email used to electronically distribute contractual documents.  


	STANDARD E-MAIL SUBJECT LINE NAMING CONVENTIONS
	NOTES

	Subject: N66001-03-F-R999
	Applies to all procurement instruments:  Contracts, Purchase Orders, Task Orders, Delivery Orders and modifications.

All P.Os and modifications

	Subject:  N66001-09-M-9999 
	

	Subject: N66001-02-D-9999 / P00004 
	

	Subject: N66001-03-D-9999 / 0009 / 02
	

	Subject: N68939-97-A-9999 / N66001-03-F-9GJZ
	

	Subject: N66001-00-D-9999 / 0099
	

	Subject: N00178-09-D-9999/7N01
	

	NON-STANDARD E-MAIL SUBJECT LINE NAMING CONVENTIONS
	

	Subject: N00178-09-D-9999/7N01 SEAPORT-E
	For any SEAPORT-e award

	Subject: N66001-00-D-9999 URGENT STUB FEE
	When an  urgent stub fee has been assessed

	Subject: N66001-00-D-9999 CCCIC
	When actions funded by another activity using NERP (other than SPAWARSYSCEN PACIFIC or WC17)

	Subject: N66001-03-2-8938 EDA
 

Subject: N66001-05-9-8904 EDA
	EDA distribution applies to all Grants/Cooperative Agreement and Other Transations.  E-mail Shana Byers, Code 23000.

	
	


File a copy of the e-mail addresses in the Official Contract File folder and in the Electronic Contract File Repository located on the “N” Share.

*END*

(Last 5 updates to this document)

Updated Aug 2006: Administrative correction to contdoc e-mail address
Updated Jun 2006: Revised NAFI to EDA, ref:  e-mail from James D. Smith dated 04 May 2006.

Updated Sep 2009: Correction to CONTDOC, Security (DD254) and SBIR e-mail addresses).

Updated Jan 2010:  Reference Policy Alert 10-0004 (Rev.1); nonstandard distribution instructions.
Updated Feb 2010: Added CDRL distribution email
� ELECTRONIC DOCUMENT ACCESS (http://eda.ogden.disa.mil/frames.html)
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