REVIEW CHECKLIST


                                                                                                                                                     MAY 2004

DELIVERY ORDER MADE PURSUANT TO BASIC CONTRACT/ORDER AGAINST FEDERAL SUPPLY SCHEDULE OR BLANKET PURCHASE AGREEMENT (BPA)

Subject:  Contract No. ____________________  Delivery Order No. __________________  Date __________

I have completed review of subject Delivery Order/Order Against FSS or BPA file to ascertain whether actions contemplated by the elements listed below have been accomplished.
	TAB ITEM/QUESTION
	REFERENCE
	YES
	NO
	N/A

	CONTRACT FILE CONTENT

Is the AF Form 3019 properly prepared, signed by the contracting officer and dated?
	Good Business Practice
	
	
	

	Is the file properly tabbed, fastened and consistent 

with the AF Form 3019?
	Good Business Practice
	
	
	

	Are the originals or authenticated memoranda in the file, arranged chronologically, with most recent on top?
	DFARS 204.802
	
	
	

	CONFORMED WORKING COPY

Is a conformed working copy of the contract, incorporating ALL changes through the most recent modification, submitted along with the request for review/contract clearance?
	SMC Contracting Directive 4.8.1

SMC/PK Info Letter, 7 March 2003, Procedural Guidance for Conforming Contracts 4.8.1
	
	
	

	1
PURCHASE REQUEST OR PROCUREMENT 


DIRECTIVE


Is the PR properly prepared and signed?
	FAR 4.803(a)(1)


	
	
	

	Is procurement directive in file (CCAR, CCBD, PAR, CAR, PAD) and consistent with PR?
	FAR 4.803(a)(1)
	
	
	


	TAB ITEM/QUESTION
	REFERENCE
	YES
	NO
	N/A

	Does the contractual instrument cover all requirements?
	Good Business Practice
	
	
	

	Does the PR cover all funding requirements?  For example, are all 3010/3020/3080 (and normally 3400) items on the basic contract fully funded?
	      FAR 4.803(a)(3)

FAR 32.702

AFSPC FARS 5332.703-9500

AFI 65-601, Vol 1, Chap 3
PKC Guide to Contract Funding
	
	
	

	If required, was a New Start Validation properly prepared and signed by the SPO Director and Program Control Chief and inserted into the contract file?
	AFFARS 5332.702-90

SMC/PK & FM Policy Letter, dated 02 Jul 2003
	
	
	

	A&AS PURCHASE REQUEST PACKAGE

Does the A&AS PR package include:

· Description of services by A&AS reporting category?
	SAF/AQX Policy ltr, 23 Jul 01, Attachment 2, para F
	
	
	

	· The types of skills needed, typically by Civilian Occupational Series?
	SAF/AQX Policy ltr, 23 Jul 01, Attachment 2, para F
	
	
	

	· SOW describing in as clear & unambiguous terms as possible the work to be performed, the deliverable(s), and the period of performance?
	SAF/AQX Policy ltr, 23 Jul 01, Attachment 2, para F
	
	
	

	· Estimated cost & LOE expressed in dollars and contract manpower equivalents (man-years)?
	SAF/AQX Policy ltr, 23 Jul 01, Attachment 2, para F
	
	
	

	· Certification by requiring activity that 1) A&AS effort will not circumvent personnel ceilings; and 2) services have been reviewed for the most cost-effective or efficient means of accomplishment?
	SAF/AQX Policy ltr, 23 Jul 01, Attachment 2, para F
	
	
	

	· If DO is for studies, a statement that DTIC and other info sources have been queried and that no known existing report fulfills the requirement?
	SAF/AQX Policy ltr, 23 Jul 01, Attachment 2, para F
	
	
	

	· an approved Determination/Decision Document (DDD)?
	SAF/AQX Policy ltr, 23 Jul 01, Attachment 2, para F
	
	
	

	8   OTHER DETERMINATIONS/APPROVALS 


Has the contracting officer analyzed the acquisition to identify any potential Organizational Conflict of Interest (OCI)?
	FAR 9.504 

AFFARS 5309.503

SMC CD 9.5
	
	
	


	TAB ITEM/QUESTION
	REFERENCE
	YES
	NO
	N/A

	      If potential exists, has PCO’s recommended course of action been reviewed by the Contracts Division Chief, PKC and staff legal office prior to submittal to SMC/PK?
	SMC CD 9.5
	
	
	

	Under multiple award contracts, has each awardee been provided a fair opportunity to be considered for each order >$2,500 under Federal Supply Schedule (>$100k for all others) and have order placement procedures been followed?  
	FAR 16.505(b)

DFARS 208.404-70
	
	
	

	      If this is an exception to fair opportunity process, does the file contain the PCO’s determination?  
	FAR 16.505(b)(4)
	
	
	

	9   DD FORM 1423



Does the DO require technical data (e.g., reports, analysis, etc.) to be delivered in addition to that required by the contract/BPA CDRLs?  If so, have - Contract Data Requirement Lists (CDRLs) been prepared for each?


	DFARS 227.7103-1 & -2

DoD 5010.12-M, Procedures for the Acquisition & Management of Technical Data, para C2
AFI 21-403, Acquiring Engineering Data, para 13.7
MIL-HDBK-245D, DoD Handbook for Preparation of Statement of Work (SOW), para 3.7
	
	
	

	Does the Statement of Task (SOT) reference the applicable CDRL?  
	Good Business Practice
	
	
	

	Does the file reflect approval of CDRLs by the data manager?
	DoD 5010.12-M, para C2.2 & C2.3
	
	
	

	Are CDRLs reflected as an Exhibit (vice an attachment) to the contract?
	DFARS 204.7105
	
	
	


	TAB ITEM/QUESTION
	REFERENCE
	YES
	NO
	N/A

	10  COPY OF SPECIAL BRIEFINGS MADE, KICK-OFF MEETING DOCUMENTS

      Does the file include a copy of e-mail inviting contractors to the Kick-Off meeting?
	Good Business Practice


	
	
	

	      Does the file include a copy of Sign-In Sheet?
	Good Business Practice
	
	
	

	      Does the file include a copy of DO Kick-Off meeting Charts?
	Good Business Practice
	
	
	

	12
REQUEST FOR PROPOSAL OR LETTER RFP/QUOTATION AND MODIFICATIONS THERETO

      Does the file contain a copy of the Letter RFP/RFQ sent by contracting officer to contractor?
	FAR 4.803(a)(8)
	
	
	

	16
UNSUCCESSFUL PROPOSAL AND ALL CORRESPONDENCE WITH OFFEROR(S)


Does the file include the unsuccessful Proposal(s)/Quote(s) and all amendments?
	FAR 4.803(a)(10)
	
	
	

	
Does the file include a copy of notification sent by contracting officer to the Unsuccessful Offeror?
	FAR 4.803(a)(28)
	
	
	

	17
SUCCESSFUL PROPOSAL AND ALL CORRESPONDENCE WITH OFFEROR


Does the file include the successful proposal/quote and all amendments?
	FAR 4.803(a)(10)


	
	
	

	
Does the file include a copy of notification sent by contracting officer to Successful Offeror?
	Good Business Practice
	
	
	

	26
TECHNICAL EVALUATION MEMO COVERING EVALUATION OF PROPOSALS


Does the file include a technical evaluation by the Project Officer of labor hours (types, quantities and labor mix) and ODCs (types and quantities)?
	FAR 15.404-1(e)

ASC Pamphlet 63-1 Factfinding

And Technical Evaluations, Sep 2000 at https://www.asc.wpafb.af.mil/pubs/asc/ap630001.pdf
	
	
	


	TAB ITEM/QUESTION
	REFERENCE
	YES
	NO
	N/A

	50
NARRATION OF ACQUISITION 

Does file contain a memo signed by the PCO that:

· determines the DO is being placed with the contractor that represents the best value?


	FAR 8.404

DFARS 208.404

FAR 16.505(b)(4)
	
	
	

	· documents the price reasonableness of the instant DO?  Are all cost elements not considered in the basic contract (e.g., labor hour, labor mix, other direct costs, etc.) addressed in the memo and determined fair and reasonable?
	FAR 8.401(d)(2)

FAR 16.505(b)(3)

AFSPCFARS 5315.406-3


	
	
	

	· explains the acquisition, values, issues, funding, etc.?
	Good Business Practice
	
	
	

	53
SECURITY REQUIREMENTS

Has the contracting officer reviewed the requirements to determine whether access to classified information may be needed?   
	FAR 4.403(b) and (c)(1)

AFFARS 5304.402

AFI 31-601, Industrial Security Program Management
	
	
	

	If DO may involve access to classified:

· Are these requirements covered by the DD Form 254, Contract Security Classification Specification, on the contract/BPA?  (And if not on the contract/BPA DD 254, is the contract/BPA DD 254 being revised to include added security requirements?)
	Buyer's Handbook, Tab 53

	
	
	

	· Are required clauses included in the contract/BPA?
	FAR 4.404

AFFARS 5304.404-90
	
	
	


	TAB ITEM/QUESTION
	REFERENCE
	YES
	NO
	N/A

	55
REQUEST FOR WRITING OF CONTRACTUAL DOCUMENT

Does file contain a current Buy Plan Journal?
	SMC CD 4.6.3
	
	
	

	56
STAFF JUDGE ADVOCATE COORDINATION SHEET


Has the AF Form 3059 been signed by the PCO/Branch Chief and the buyer? 
	
	
	
	

	Has there been legal review (AF Form 3059)if action is valued at $500,000 or more? (Or, for Other Contracting, $100,000 or more)?


	FAR 4.803(a)(24)

   AFFARS 5301.602-2

SMC/JA letter, 7 Mar 2003
SMC CD 1.6.6
	
	
	

	If legal review was performed, does the file reflect compliance or resolution of comments/conditions?
	SMC CD 1.6.6
	
	
	

	If changes other than administrative were made subsequent to legal review (except incorporation of previous legal comments), has file been resubmitted for legal review?
	SMC CD 1.6.6


	
	
	

	57
INDIVIDUAL PROCUREMENT ACTION REPORT

Is the DD Form 350 properly completed and signed by the PCO or buyer? 
	DFARS 204.670-2 and -3

DFARS 253.204-70

AFSPCFARS 5353.204-70

SMC CD 53
	
	
	

	62
CONTRACTUAL DOCUMENT 

Does the file contain a copy of the contractual document signed and dated by the PCO?
	FAR 4.803(a)(26)

DFARS 204.802
	
	
	

	
If modification obligates/de-obligates funds, does SECTION G identify, under the heading “Summary for the Payment Office”, the required information?
	DFARS 243.171
	
	
	


	TAB ITEM/QUESTION
	REFERENCE
	YES
	NO
	N/A

	64
LOCAL REVIEW COMMITTEE SHEET

Does file contain a completed PKC checklist, signed by buyer and PCO, evidencing internal review?  NOTE: If an item is checked “Yes” in anticipation of it being added to the file in the future, a brief explanation should be inserted on the checklist item.
	Buyers Handbook, Tab 64


	
	
	

	For files submitted to PKC, does file contain evidence of Chief of Contracting review?
	Contract Review Record form
SMC/PK Info Letter, 6 Feb 2003, para 3
	
	
	

	Does the file contain a "Request for Clearance” (RFC) signed by the PCO?
	Clearance Review Checklist

	
	
	

	Have all PKC review comments and conditions stated in the Clearance been resolved and corrective actions documented?
	Clearance Review Checklist
	
	
	

	OTHER UNASSIGNED TABS/ADDITIONAL CONSIDERATIONS
	REFERENCE
	YES
	NO
	N/A

	QUALITY ASSURANCE SURVEILLANCE PLAN (QASP)

      Does file contain signed QASP for this DO as well as transmittal to contractor?
	FAR 37.6

AFI 63-124
Contract/BPA Clause
	
	
	

	QUALITY ASSURANCE INFORMATION

Does the file contain written appointment of primary & alternate QA personnel by Functional Director or Functional Commander?
	AFI 63-124

	
	
	

	      Does file contain contracting officer’s written delegation of authority for inspection and/or acceptance to QA personnel?
	AFI 63-124

	
	
	


	TAB ITEM/QUESTION
	REFERENCE
	YES
	NO
	N/A

	ACQUISITION OF INFORMATION TECHNOLOGY (IT)

      If modification involves acquisition of IT (e.g., computer) hardware, software, or peripheral products and services for use at LA AFB or detachments, does the file contain the approved Project, Workflow, Requirement, Resource (PWRR) Manager document? The project officer must submit these IT requirements via the PWRR automated requirements database to 61 CS/SCXP, the Base Communications & Information Security Office (CSO), for approval.  
	See FAR 2.101 for definition of I.T.

FAR 39.101 & sups;

AFI 33-103, Para 2.1, 3.1, 3.3 & Attachment 4

Call the OPR within 61CS/SCX, 

Ext. 3-2180.
	
	
	

	EARLY EFFECTIVE DATE ISSUES

      Does the file contain SMC/PK’s approval for use of an early effective date letter (EDL)?  Note: Applies only to EDLs on A&AS contracts.
	PK Info letter, 18 Feb 04, A&AS Contract Process Improvements: EDL & Training
	
	
	

	      If the effective date will be earlier than the DO mailing (award) date, has agreement been reached on terms, conditions and price, and has the contractor been notified using the recommended statements? 
	SMC CD 4.1

Also, see FAR 31.109 for

Precontract Costs Agreements
	
	
	

	      If contract costs are to be incurred before terms, conditions and price agreement is reached, a UCA is not applicable, and the contractor elects to assume the risk, has a precontract cost agreement been accomplished?
	FAR 31.109


	
	
	


______________________________

_____________________

Contract Negotiator



Date
______________________________

_____________________

Contracting Officer



Date



1

