CONTRACT FILE DOCUMENT CHECK LIST 




SPAWARSYSCOM   (01/03)










DATE: 

	CONTRACT NO.:  

	VALUE   $

	CONTRACTOR:
	 FORMCHECKBOX 

	SUPPLY
	 FORMCHECKBOX 

	SERVICE

	NEGOTIATOR AND CODE:

	

	
	 FORMCHECKBOX 

	IND DEL
	 FORMCHECKBOX 

	IND QTY
	 FORMCHECKBOX 

	RQMTS

	REVIEWER:
	
	 FORMCHECKBOX 

	FFP
	 FORMCHECKBOX 

	CPFF
	 FORMCHECKBOX 

	T&M/LH

	
	 FORMCHECKBOX 

	OTHER:       


	NO.
	ITEM
	INFO/REFERENCE INFORMATION
	NA
	REQ 
	COMMENTS

	
	
	
	
	
	

	
	PR PACKAGE:
	
	
	
	

	1
	INITIAL PLANNING MEETING
	SCPPM Doc: Contract Planning Conference
	
	
	

	2
	Services >$100K? 

MOPAS AS in file ?

Waiver of PBSA requirement in file ?
	SCPPM Doc: Acquisition of Services
	
	
	

	3
	PURCHASE REQUEST
	AMAS User Guide
	
	
	

	4
	INDEPENDENT GOV'T ESTIMATE
	FAR 15.404-1(b)(2)(v) Comparison to IGE
	
	
	

	5
	J&A
	FAR 6/FAR 16, DFARS 206.001, NAPS 5206, SCCPM Doc: J&A


	
	
	

	6
	MARKET RESEARCH/ SOURCES SOUGHT SYNOPSIS
	FAR 10
	
	
	

	7
	SUGGESTED SOURCES LIST 
	
	
	
	

	8
	CDRL'S
	DD Form 1423, DoD 5010.12M
	
	
	

	9
	COR/ACOR NOMINATION LETTER (S)
	DFARS 201.602-2(5), SSC-CH 4205.1A,

SCPPM  Doc: Contracting Officer’s Representative
	
	
	

	10
	CONTRACT ADMIN PLAN
	FAR 42
	
	
	

	11
	DD FORM 254
	FAR 4.403(c)(1); SCPPM Doc: DD254
	
	
	

	12
	OVERTIME AUTHORIZATION MEMORANDUM
	FAR 22.103, FAR 31, FAR 52.222

DFARS 222.103, NAPS 522.103
	
	
	

	13
	IT Clinger-Cohn Compliance 
	SECNAV NOTICE 5000

CCA Compliance – Code 08 Review
	
	
	

	14
	SECTION 508
	Section 508 EIT CERT can be found on the SKC https://skc/command/08c/orgtoday.nsf/orgtoday? Readform
	
	
	

	15
	GFP LISTING
	FAR 45.201(a)

	
	
	

	16
	BUY AMERICAN ACT EXCEP

(FAR 25.102 requires Contracting Officers to acquire only domestic end products for public use inside the United States, unless an exception applies)


	FAR 25.1,DFAR 225.103,NAPS 5225.1
	
	
	

	NO.
	ITEM
	INFO/REFERENCE INFORMATION
	NA
	REQ
	COMMENTS

	
	PRE-SOLICITATION PHASE:
	
	
	
	

	16
	8(A) OFFERING LETTER

[Required when issuing an 8(a) contract.  Forwarded to SBA for approval.]
	FAR 19.804,DFARS 219.800/DFARS 219.804-2, www.sba.gov 
	
	
	

	17
	SMALL BUSINESS DD FORM 2579 COORDINATION RECORD
[Forwarded to the SADBUS, for approval.  Required on every procurement over $10,000)
	FAR 13.003(b)(1)/FAR 19.201/

FAR 19.201(d)(9)/FAR 19.5, DFARS 219.201(c)(9)(B)/DFARS 219.505, NAPS 5219.505, SCPPM Doc: DD-2579)
	
	
	

	18
	NOTICE OF INTENTION TO MAKE A SERVICE CONTRACT AND RESPONSE TO NOTICE

(SF98/SF98A)
[Wage Determinations required on cost type contracts]

On IQT&M contracts, obtain a new WD to use as an attachment when you issue the Preliminary Notice for Exercise of an option by modification.                         
	FAR 22.1008, DFARS 222.1008

http://www.wdol.gov/sca.aspx#0
Selecting SCA Wage Determinations
SF98/SF98A filing:

http://www.wdol.gov/e98.aspx
	
	
	

	19
	D& F

 – KO must determine when a D&F is required for an individual contract or classes of contract actions.
	FAR 1.704–CONTENT

FAR 16.601 & 16.602–T&MLH CONTRACTS

DASN (A&LM) 22 Jan 2008-  CPAF CONTRACTS

FAR 17.503–Interagency Ace. Under Economy Act FAR 37.204–Non-Gov personnel evaluate proposals

FAR 45.301-1-GFP for Facilities (blank sample)

SCPPM Doc: D&F”(samples & approvals)
	
	
	

	20
	MULTIPLE AWARD PREFERENCE FAR 16.504(c)
The contracting officer must document the decision whether or not to use multiple awards in the acquisition plan or contract file. The contracting officer may determine that a class of acquisitions is not appropriate for multiple awards (Subpart 1.7).
	FAR 16.504(b)(c)
	
	
	

	21
	ACQUISITION PLAN

 Exceptions:

1.  One time buys or Commercial items (FAR Part 12) 
	FAR 7.1, DFARS 207.1/DFARS 208. 7004-1, DFARS 208.7003 & 2/DFARS 208.7006, DFARS App. B, NAPS 5207.103 – exceptions

SCPPM Doc: Acquisition Plan


	
	
	

	22
	SYNOPSIS
	FAR 5, SCPPM Doc: Synopsis (Pre-award and Award)
	
	
	

	23
	SOURCE SELECTION PLAN
	
	
	
	

	24
	PRE-SOLICITATION CONFERENCE/SITE VISIT MINUTES
	FAR 15.201
	
	
	

	25
	SOLICITATION AS ISSUED WITH COPIES OF ALL AMENDMENTS
	 FAR 5.102 Availability of Solicitations
	
	
	

	
	
	
	
	
	

	
	SOLICITATION EVALUATION:
	
	
	
	

	
	
	
	
	
	

	26
	LATE OFFER CORRESPONDENCE/ MEMO FOR FILE
	
	
	
	

	27
	NON-DISCLOSURE STATEMENTS (CARP/TEB)
	FAR 15.102
	
	
	

	28
	TECHNICAL EVALUATION BOARD REPORT 
	
	
	
	

	29
	CONTRACT AWARD REVIEW PANEL REPORT 
	
	
	
	

	30
	SSA RECOMMENDATION FOR AWARD
	
	
	
	

	31
	SB SUBCONTRACTING PLAN
	FAR19.7 

DFARS 219.702, /219.705/219.708


	
	
	

	32
	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
Past Performance Information Retrieval System (PPIRS):
http://www.ppirs.gov/
FAR 9.104-1(c) / DFARS 209.105-1 and PGI 212.403(c) and PGI 249.470


	
	
	
	

	33
	EPEAT Compliance
	52.223-16
http://www.epeat.net/

	
	
	
	

	34
	VETS 100 Compliance
	FAR 52.222-35

https://vets100.vets.dol.gov/Vets100Search.htm
	
	
	
	

	35
	EEO COMPLIANCE

 [prime & first-tier subktr. for awards>

 or =$10M (base award plus options)]
	FAR 22.609 (regional OFCCP offices)

FAR 22.805(a); DFARS 222.805

SCCPM Doc: EEO Compliance
	
	
	
	

	36
	PRE-NEGOTIATION BUSINESS CLEARANCE
[Required for all negotiated actions over the simplified acquisition procedure threshold (100K)
	FAR 15.406/FAR 15.406-1;DFARS 215.406-1;NAPS 5215.406(90)

SCPPM-Doc: Business Clearance
	
	
	
	

	37
	FINAL REVISED PROPOSAL CONTRACT AWARD REVIEW PANEL REPORT
[Required when SSP calls for establishment of a CARP to evaluate and make source selection plan recommendations to the PCO/SSA]
	
	
	
	
	

	38
	CERTIFICATE OF CURRENT COST AND PRICING DATA
	[Required when cost or pricing data are required]-[C&P data threshold is $650K and is required before accomplishing any of the actions cited in 15.403-4(a)(1), unless an exception set forth in 15.403-1(b) applies] See certificate outlined in FAR 15.406-2.


	
	
	
	

	39
	TINA WAIVER

	FAR 15.403-1(c)(4)
	
	
	
	

	40
	PRE-AWARD SURVEY
[Normally required when information is insufficient to make a determination of responsibility, or information indicates the Ktr. Has serious performance deficiencies]
	FAR 9.106

DFARS 209.106

DFARS 253.209-1
	
	
	
	

	41
	POST-NEGOTIATION BUSINESS CLEARANCE/NEGOTIATION RESULTS MEMO
	SCPPM

FAR 15.406-3

DFAR 215-406

NAPS 5215.406(9)
	
	
	
	

	42
	PROTEST RESOLUTION DOCUMENTATION
	FAR 52.233-2 Service of a Protest
	
	
	
	

	
	
	
	
	
	
	

	
	AWARD PHASE:
	
	
	
	
	

	43
	NOTICE OF UNSUCCESSFUL PROPOSAL (S)
	FAR 15.503(a)(1) Competitive Range

FAR 15.503(a)(2)(ii) Set Asides, SDB, Hub zones

FAR 15.503(b) Post Award Notices


	
	
	
	

	44
	NOTICE OF AWARD

[CHINFO stands for: Navy Chief of Information]
	DFAR 205.303 CHINFO

NAPS 5205.303(a) ii

SCPPM Doc: Award Announcements
	
	
	
	

	45
	SMALL BUSINESS PRE-AWARD NOTICE
	FAR 15.503
	
	
	
	

	46
	POST AWARD SYNOPSIS
	FAR 5.3
	
	
	

	47
	DD FORM 350
	DFARS 204.670-2
	
	
	

	48
	RECORD OF DEBRIEFINGS (Post award)
	FAR 15.506
	
	
	

	49
	CHALLENGE TO SMALL BUSINESS STATUS
	FAR 19.3
	
	
	

	50
	POST AWARD CONFERENCE REPORT
	FAR 42.503-3
	
	
	

	51
	COR APPOINTMENT LETTERS
	DFARS 201.602-2(5) SCPPM Doc: COR
	
	
	

	52
	CONTRACT DOCUMENT (LESS K, L, M)
	
	
	
	

	
	ADDITIONAL COMMENTS
	
	
	
	


